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OASys 
At a Glance 


@ OASys At a Glance is a quick reference guide designed to provide you 
with brief step-by-step instructions for OASys features. Use this book for 
OASys 3000, 3000S, and Model II work stations. If you need more 
detailed information, refer to your Operator’s Guide or Features and 
Reference Guide. 


e Feature headings are alphabetized and printed in orange. 
Step-by-step instructions are numbered. Helpful tips are listed to 
provide further information. 


© Copyright NBI Incorporated, 1982 ~ 
1695 38th Street, Boulder, CO 80301 me. 
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ACTIVATE SECOND DISK DRIVE 


To activate from master station: 


NOORWN— 


. Drive 2 should be empty 
. Display System Operations Menu at master station 
. Press MODE 


Type a 


. Insert disk in drive 2 and close door 
. If required, type disk password and press RETURN 
. Press RETURN 


To record, edit, print or perform special functions on disk in drive 2: 


Te 
2. 
3. 
4. 


Oo 


Display System Operations Menu at master station 
Select operation 

Type #2 

To record or update history, tyoe comma 

To perform any other operation, do not type comma 


. Type name(s) of document(s) 
. Proceed with operation—see individual operation 


To display directory of disk in drive 2: 


Ts 
2. 
3. 
4. 
J. 


Display System Operations Menu at master station 
Type d 

Type d2 

Select directory tyoe—see DIRECTORY 

Press RETURN 


To deactivate: 


oaokRWNDY — 


. Display System Operations Menu at master station 
. Press MODE 

. Typer 

. Remove disk from drive 2 

. Press CANCEL 


TIPS: 


If you do not type #2 System assumes drive 1 
To use second video—see SECOND VIDEO 
see also—DISK INTERACTION 


ARROW KEYS—see CURSOR MOVEMENT 


ASSEMBLY—see DOCUMENT ASSEMBLY 
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AUTOMATIC NUMBERING 


To type: 


1. 


Position cursor with spaces, CENTER, INDENT, TAB or PARA 


2. Press SHIFT + OUTLN until desired number/letter displays 


To increase level: 


1s 


Position cursor to display OUT-NUM 


2. Press SHIFT + OUTLN until desired level displays 


To decrease level: 


1s 


Position cursor to display OUT-NUM 


2. Press ALT SHIFT + SHIFT + DEL 
3. Repeat steps 1 and 2 until desired level displays 


To delete: 


1 


Position cursor to display OUT-NUM 


2. Press ALT SHIFT + SHIFT + DEL 
3. Repeat steps 1 and 2 until numbers/letters are deleted 


TIPS: 


Arabic and multi-level numbers count to 255 

Roman numerals and alphabet letters count to 99 

Do not mix automatic and outline numbering 

Do not type more than one automatic number per line 

To position justified text to right of number, do not use spaces. Use 
TAB or INDENT 

To restart numbering—see AUTOMATIC NUMBERING: RESTART 
To change label or a level’s numbering format—see OUTLINE SETS 
To automatically indent text after each number/letter—see OUTLINE 


AUTOMATIC NUMBERING: RESTART 


T 


OAnKRwWp 


Change outline sets. Change level before restart to “None.” 
Change restart level as desired—see OUTLINE SETS 


. Position cursor on line above where numbering will restart 
. Press SHIFT + OUTLN to reach “None” level (no number will display) 
. Press RETURN 


Press SHIFT + OUTLN until desired number/letter displays 


. Repeat steps 2-5 each time you need to restart numbering 


AVAILABLE DISK SPACE 


To check: 
Display any directory—see DIRECTORY 


Three methods to increase: 
e Copy documents onto another disk; delete from original disk 
e Delete unneeded documents 
e Remove Special Features—see UPDATE 


TIPS: 
e Available space should be at least 5%-11 units. 
e To add special feature during update, see UPDATE. 


BACKSPACE, REQUIRED—see REQUIRED BACKSPACE 
BLOCK DELETE—see DELETE 
BLOCKED HYPHEN—see HYPHEN 


BOLD PRINT 


To type: 

. Position cursor under first bold character 

. Press ALT SHIFT + EMPH 

Type b 

. Type text 

Position cursor to immediate right of last bold character 
. Press ALT SHIFT + EMPH 

Type b 


NOoORWM 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under bold square 
3. Press ALT SHIFT + SHIFT + DEL 


HPS: 
e Displays as instruction square 
To locate—see NEXT COMMAND SEARCH 
Type bold instructions in pairs—one for on, one for off 
Delete both bold squares 


® 
@ 
@ 
e Works best with metal wheel printers 
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CAPS LOCK 


1. Press CAPS LOCK 
2. Type text 
3. Press CAPS LOCK 


TIPS: 
e When CAPS LOCK is down, number and punctuation keys type lower 
case 
e Totype upper case characters on number or punctuation keys, press 
SHIFT + character 


CENTER 


To type: 
1. Press CENTER 
2. Type line 


To delete: 
1. Position cursor under center symbol (>) 
2. Press ALT SHIFT + SHIFT + DEL 


TIPS: 
e To center previously typed line, position cursor on line and press 
CENTER 
e Centered line must be followed by RETURN or PARA 
e Text centers according to left margin and line length 
e To center column, use center tab stoo—see TAB STOPS 


CLEAR TAB STOP—see TAB STOPS 


COLUMN MOVE AND DELETE 


To move: 

. Position cursor on first line of table 

. Press MODE 

Type c 

Type m 

Type number of column to be moved 
Press RETURN 

Type number of column after which moved column is to be inserted 
Press RETURN 

Press | to move each line of column 
. Press CANCEL 


eS Oo lO Or Co ho 


ok, 


To delete: 

. Position cursor on first line of table 

. Press MODE 

Type c 

Type d 

Type number of column to be deleted 
. Press RETURN 

. Press | to delete each line of column 
. Press CANCEL 


ONOoOKRWhY 


TIPS: 
e To determine column numbers, count only columns positioned with 

tab instructions (>) 

e Indented text to right of tabbed column is moved or deleted with 
column 

e Column at left margin without tab instruction is column @ 

e Column @ cannot be moved or deleted but may be selected to 
precede moved column 

e Column @ may be blank 

e Record blank line below table 


COPY DISK—see DUPLICATE DISK 
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COPY: MERGE 


To merge two or more documents onto same disk: 

. Display System Operations Menu 

Type s 

Type c 

Type names of original documents, separated with commas 
Type / 

. Type name of merged document 

. Press RETURN 

. Type m 


ONOOTRWOM= 


TPs: 
e Documents merged in sequence selected 

e Originals not retained separately on disk 

e First document’s primary heading/trailer and footnote format sets and 
outline sets used 

e Merged document name may be same name as original 

e Page index erased—see PAGE INDEX 

e To merge onto another disk using one drive, merge first, then 
copy—see COPY: SWAPPED DISK 

e To merge onto another disk using two drives—see COPY: TWO 
STATION 


COPY: STANDARD 


To copy one document onto same disk: 


Ao Says 


. Display System Operations Menu 


Type s 

Type c 

Type name of original document 
Type / 

Type name of copy 


. Press RETURN twice 


To copy and merge two or more documents onto same disk: 
1. Display System Operations Menu 


NOORON 


Type s 
Type c 
Type names of original documents, separated with commas 
Type / 


. Type name of copy 
. Press RETURN twice 


TIPS: 


Multiple documents are copied, then merged in sequence selected 
Original(s) and copy retained on disk 

Last document’s primary heading/trailer and footnote formats and 
outline sets used 

Copy name may not be same name as original 

Merged copy page index erased—see PAGE INDEX 

To copy onto another disk using one drive—see COPY: SWAPPED 
DISK 

To copy onto another disk using two drives—see COPY: TWO 
STATION 
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COPY: SWAPPED DISK 


To copy one document onto another disk using one drive: 


ODNATAARWNHH 


. Display System Operations Menu 


Type s 

Type c 

Type name of original document 
Type / 

Type name of copy 


. Press RETURN 


Type s 


. Follow prompts to swap source and destination disks 


TIPS: 


Only one document may be copied at a time 

Original disk is source disk. Copy disk is destination disk 

Copy name may be same as original 

Several swaps of source and destination disks may be required 
For dual drive Systems, either drive may be used 

To copy multiple documents, merge first—see COPY: MERGE 


COPY: TWO STATION 


To copy one or more documents onto another disk using two drives: 


g. 
10. 


Of wh 


. Activate second disk drive—see ACTIVATE SECOND DISK DRIVE 
. Display System Operations Menu at master station 


Type s 


. Type c 
. Type #1 if original is in drive 1 


Type #2 if original is in drive 2 


. Type name of original document. Precede each multiple name with 


#1 or #2 to indicate drive. Separate names with commas 


. Type / 
. If copy is to go to drive 1, type #1 


If copy is to go to drive 2, type #2 
Type name of copy 
Press RETURN twice 


TIPS: 


Multiple originals copied according to same rules as for standard 
copy—see COPY: STANDARD 

Copy name may be same as original 

If no number typed, System assumes drive 1 

lf no number typed for some names but number typed for others, 
System assumes number of last drive indicated , 

To deactivate second drive—see ACTIVATE SECOND DISK DRIVE 


CURSOR MOVEMENT 


Word: 
Next word: press SHIFT + — 
Current or previous word: press SHIFT + <— 


Line: 
To end: press ALT SHIFT + — 
To beginning: press ALT SHIFT + <— 


Page: 
To previous page: press SHIFT + PG 7 
To next page: press PG | 


Selected page: 
1. Press ALT SHIFT + PG # 
2. Type page number 
3. Press RETURN 


NOTES: 
e In prompt lines (such as record prompt): press TAB 
e |n multi-column text—see MULTI-COLUMN: TEXT 
e In tabular text—see TAB STOPS 
e With repagination off—see REPAGINATION OFF 


DATE AND TIME 


To change after System is on: 

. Display print queue—see PRINT QUEUE 

. Typed 
. Type date (digits only) 

. Type t 

. Type time (digits only) 

. Press MENU 


OnkRWND — 


TIP: To change last printing or last revision dates in directory—see 
UPDATE HISTORY DIRECTORY 


DEFAULT FORMAT TAILOR—see FORMAT TAILOR 
DEFAULT TAB TAILOR—see TAB TAILOR 


DEFAULT UNDERLINING TAILOR—see UNDERLINING 
TAILOR 
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DELETE 


Automatic numbering: 
1. Position cursor to display OUT-NUM 
2. Press ALT SHIFT + SHIFT + DEL 
3. Repeat steps 1 and 2 until numbers/letters are deleted 


Block of text: 

1. Press SHIFT + MODE until instruction squares display (if document 
has no squares, go directly to step 2) 

2. Position cursor under first character, symbol or square to be deleted 

3. Press MARK 

4. Position cursor under last character, symbol or square to be deleted. 
Underscore highlights marked text 

5. Press MARK (to cancel, press CANCEL twice) 

6. Press DEL (to cancel, press CANCEL three times) 

7. Press RETURN to verify 


Character: 
1. Position cursor under character 
2. Press DEL 


Document: 

. Display System Operations Menu 

Type s 

Type d 

. Type name(s) of document(s), separated with commas 
. Press RETURN 

. Press RETURN again to verify delete 


OunRWM 


Forced page: 
1. Position cursor on forced page 
2. Press ALT SHIFT + DEL 


Hyphen—discretionary: 
1. Press SHIFT + MODE until all hyohen carets (4) display 
2. Position cursor under hyphen caret 
3. Press DEL 


Hyphen—regular or blocked: 
1. Position cursor under hyphen 
2. Press DEL 


Continued on next page 
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DELETE continued 


Instruction squares, including 


Bold Multi-column Switch Code 
Font Overstrike Table of Contents 
Footnote Page if Trailer 

Format Page number control Underscore 
Hanging indent Required backspace Widow/Orphan 
Heading Subscript 

Index Superscript 


1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under square 
3. Press ALT SHIFT + SHIFT + DEL 


Instruction symbols, including 


center (>) page number (#) tab (>) 
group mark (M8) paragraph ({) variable mark (~) 
indent ( \) return (v ) 


1. Position cursor under or in blank space to left of symbol 
2. Press ALT SHIFT + SHIFT + DEL 


Line: 
1. Position cursor on line 
2. Press ALT SHIFT + DEL 


Outline numbering: 
1. Position cursor at beginning of line with number 
2. Press ALT SHIFT + SHIFT + DEL until numbers/letters are deleted 


Required space: 
1. Position cursor under required space 
2. Press DEL 


Special character: 
1. Position cursor under character 
2. Press DEL 


Tab scale: 
1. Position cursor on tab scale 
2. Press ALT SHIFT + DEL 


Continued on next page 
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DELETE continued 


Tab stop or clear: 
1. Position cursor on tab scale where tab stop or clear was set 
2. Position cursor under tab stop letter or clear 
3. Press DEL 


Word: 
1. Position cursor at beginning of word 
2. Press SHIFT + DEL 


TIPS: 
e Up to 15 documents may be deleted at once 
e Toclear tab stop, press SHIFT + CLEAR—see TAB STOPS 
e To prevent recovery of deleted documents—see DELETE 
OVERWRITE TAILOR 
To delete column—see COLUMN MOVE AND DELETE 
To remove disk tailor—see individual tailor 
To remove Special Feature on disk—see UPDATE 
To delete all documents and phrases from disk—see UPDATE 
To remove document password—see PASSWORD 
To remove protect level—see PROTECT LEVEL 
To delete information from directory—see UPDATE HISTORY 
DIRECTORY 


DELETE OVERWRITE TAILOR 


To tailor disk: 

Display Utility Operations Menu 

Type t 

. Wait for prompt to display 

. Remove Utility disk 

. Insert disk to be tailored in drive 1 and close door 
. Press RETURN 

. If required, type current disk password and press RETURN 
. Typed 

. To add delete overwrite, type y 

To remove delete overwrite, type n 

. Change other tailors if desired 

. Press MENU to record tailors 


-O OMNDMAAWND — 


HPS: 
e Only documents deleted using Document Delete will be overwritten 
e Only documents deleted after tailor is recorded will be overwritten 
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DIRECTORY 


To display: 


1. 


2. 
3. 


4. 


Display System Operations Menu 

Type d 

For names only, type n 

For standard, do not type anything 

For history, type h and press RETURN. Type desired names or type 
nothing for all names 

Press RETURN 


To print: 


tN 
a. 
3. 
4. 


Display System Operations Menu 
Type d 


Type p | | 
Follow steps 3-4 above to select desired directory 


TIPS: 


To scroll through directory, press | 

Asterisk (*) under PHRASES USED indicates move block not yet 
inserted—see MOVE 

To stop printing directory, press HALT 

To update information in directory—see UPDATE HISTORY 
DIRECTORY 

To display for disk in drive 2—see ACTIVATE SECOND DISK DRIVE, 
DISK INTERACTION, SECOND VIDEO 


DISCRETIONARY HYPHEN—see HYPHEN 


DISK INTERACTION (OASys 3000 only) 


To record, edit, print or perform special functions: 


O) obhWNM 


CO N 


. Both disks must be tailored for disk interaction 

. Display System Operations Menu at master station 
. Display System Operations Menu at second video 
. Select operation 

. For drive 1, type #1 


For drive 2, type #2 


. To record or update history, type comma 


To perform any other operation, omit comma 


. Type name(s) of document(s) 
. Proceed with operation—see individual operation 


Continued on next page 
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DISK INTERACTION continued 


To display directory: 
. Both disks must be tailored for disk interaction 
. Display System Operations Menu at master station 
. Display System Operations Menu at second video 
. For drive 1, type dd1 
For drive 2, type dd2 
5. Follow prompt to select desired directory—see DIRECTORY 


fe 65 NG 


TIPS: 
e Diskinteraction is ability to use disk in drive 1 from-second video or use 
one disk from both stations at once (dual stations only) 
e If you type no number at master station, System assumes drive 1 
e lf you type no number at second video, System assumes drive 2 
e For disk interaction tailor—see DISK INTERACTION TAILOR 


DISK INTERACTION TAILOR 


To tailor disk: 
1. Display Utility Operations Menu 
2. lypet 
3. Wait for prompt to display 
4. Remove Utility disk 
5. Insert disk to be tailored in drive 1 and close door 
6. Press RETURN 
7. |If required, type current disk password and press RETURN 
8. Type | 
9. To add disk interaction tailor, type y 
To remove disk interaction tailor, type n 
10. Change other tailors if desired 
11. Press MENU to record tailors 


DISK PASSWORD TAILOR—see PASSWORD TAILOR 
DISKETTE DENSITY 


You can assume the diskette is single sided single density (SS/SD) 
unless the label on the left-hand side contains the following 
information: 


SS/DD = Single Side, Double Density 
DS/DD = Double Side, Double Density 


TIPS 
e You may record up to 100 pages on SS/SD, 200 pages on SS/DD, and 
400 pages on DS/DD 


DISPLAY LEVEL—see SCREEN DISPLAY LEVEL 
DOCUMENT ASSEMBLY: STANDARD DOCUMENT 


To type standard document which contains variable inserts: 


1. 
2. 
ce 


Record document 

Format as desired 

Type text. Stop at each location of variable or paragraph insert: 

At variable location, type variable insert switch code—see below 

At standard paragraph location, type paragraph insert switch 
code—see below 


To type standard document which contains only paragraph inserts: 


NOOB WD — 


. Record document 

. Position cursor on line 1 

. Press ALT SHIFT + MARK three times 

. Type a space 

. Press RETURN 

. Format as desired 

. Type text. Stop at each location of paragraph insert and type 


paragraph insert switch code—see below 


To type variable insert switch code: 


1. 
2. 
3. 
4. 


2: 


Position cursor at variable insert location 

Press ALT SHIFT + SWITCH 

Type v 

For named variable insert, tyoe name 

For unnamed variable insert, do not tyoe name 
Press RETURN 


To type paragraph insert switch code: 


1 


2. 
3. 
4. 
on 


Position cursor at paragraph insert location 
Press ALT SHIFT +SWITCH 

Type p 

Type name of standard paragraph 

Press RETURN 


To delete switch code: 


1. 


2. 


3. 


Press SHIFT + MODE until instruction squares display 
Position cursor under switch code square 
Press ALT SHIFT + SHIFT + DEL 


Continued on next page 
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DOCUMENT ASSEMBLY: STANDARD DOCUMENT 


continued 


TIPS: 


Switch code displays as instruction square 
To locate switch code—see NEXT COMMAND SEARCH 
Variable or paragraph name may be 1-10 letters, numbers or hyphens 
Type spaces and punctuation to surround variable insert switch codes 
To repeat previously named variable, type name in switch code 
exactly as in previous switch code 
You may use PARA to position cursor at paragraph insert location 
Standard paragraphs inserted at paragraph insert switch code 
locations are recorded as separate documents on disk 
Do not mix named and unnamed variable insert switch codes 
You must use named variable inserts to: 

print matching envelopes or labels for letters 

use repeated variables 

print selected index numbers 

use master variable document 
To type variable document—see DOCUMENT ASSEMBLY: 
VARIABLE DOCUMENT 


DOCUMENT ASSEMBLY: VARIABLE DOCUMENT 


To type named variable document: 


1, 
. Position cursor on line 1 
3. 


Record document 


Type names of variables exactly as typed in switch codes, separated 
with commas, spaces or RETURNs. Type repeated variable name 
once only 


4. Type group mark—see next page 
5. 
6. Type variables in same order as you typed names in step 3. Type 


Press RETURN 


repeated variables only once 


7. Type variable mark after each variable—see next page 
8. 


Type group mark at end of each group of variables 


To type unnamed variable document: 


NOOR WD — 


. Record document 

. Position cursor on line 1 

. Type group mark—see next page 

. Press RETURN 

. Type variables in same order as in standard document 
. Type variable mark after each variable—see next page 
. Type group mark at end of last group of variables 


Continued on next page 


DOCUMENT ASSEMBLY: VARIABLE DOCUMENT 


continued 


To type paragraph insert (standard paragraph): 


1s 


2. 


Record document, using name you typed for paragraph insert switch 


code 
Type paragraph 


To type variable mark: 


Press SHIFT +MARK 


To type group mark: 


Press ALT SHIFT +MARK 


To delete variable mark (~) or group mark (8): 


Te 
z. 


Position cursor under variable or group mark 
Press ALT SHIFT +SHIFT +DEL 


TIPS: 


Maximum of 32 variable names 
Number of variable groups limited only by space on disk 
Record formats and PARA instructions in standard document 


DOCUMENT ASSEMBLY: PRINT 


To print document containing variable inserts: 

. Display System Operations Menu 

Type p 

Type name of standard document 

Press RETURN 

Type o 

. Select other print options desired 

. Press RETURN 

. Typea 

. Select other special options desired 

10. Press RETURN 

11. Type name of variable document 

12. Press RETURN 

13. To print specific group of variables, type index number 
To print all groups of variables, do not type index number 

14. Press RETURN | 

15. If applicable, follow prompt to insert paper and press RETURN 


OONATNARWNM4 


To print document containing only paragraph inserts: 
Use usual print command to print standard document—see PRINT 


Continued on next page 
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DOCUMENT ASSEMBLY: PRINT continued 


TIPS: 
e Toselect group of index numbers, type comma between numbers 7,9) 
e Youmustselect index numbers in sequence (for example, you cannot 
select 7 and 9. You must select 7 through 9) 
e Do not select index numbers when printing unnamed variables 
e Index selection limited to first 255 variable groups 


DOCUMENT DELETE—see DELETE 
DOCUMENT INSERT 


To use document insert: 
1. Position the cursor at the point in text where you want the insertion to 
take place 

. Press PHRASE 

. Press ALT SHIFT + SWITCH 

. Type the name(s) of the document(s) you want to insert 

. Press RETURN 


om BW P 


TIPS 

e |f the document you insert contains headings, trailers, footnotes, or 
equations, these will not be included 

e If you accidentally start to insert the wrong document, pressing 
CANCEL stops document insert, and text will no longer be inserted 

e If there is a problem, the system will beep and display the following 
message: ERROR: Document name not found, is busy, or is protected. 
This message will remain for a moment, then the screen will display the 
prompt asking for the document's name 


DOCUMENT INSERT: DOCUMENT PARTS/GROUP MARK 


To record a group mark: 
1. Edit the document 
2. Position the cursor at character position one, space one 
3. Press ALT SHIFT + MARK 


Continued on next page 


19 


DOCUMENT INSERT: DOCUMENT PARTS/GROUP MARK 
continued 


To insert a document part: 


©) O1 RWND — 


. Position the cursor where you want the insertion to begin 

. Press PHRASE 

. Press ALT SHIFT + SWITCH 

. Type the name of the document you want to insert, followed by a slash 


(/) 


. Type the number of the document part you want to use 
. Press RETURN 


TIPS 


Anytime you want to mark a document into parts, you must begin the 
document with a group mark 


DUPLICATE DISK 


One drive: 
1. Display Utility Operations Menu 
2. Typed 
3. Wait for duplication prompt to display 
4. Type 1 
5. Remove Utility disk 
6. Follow prompts to insert source and destination disks until message 
indicates duplication is complete 
Two drives: 
1. Display Utility Operations Menu 
2. Typed 
3. Wait for duplication prompt to display 
4. Type 2 
5. Remove Utility disk 
6. Insert source disk in drive 1 and close door 
7. Insert destination disk in drive 2 and close door 
8. Press RETURN 


TIPS: 


Source disk is disk to be duplicated 
Destination disk is disk to be duplicated onto 
To duplicate document—see COPY 

To duplicate text—see PHRASE 
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EDIT 


1. Display System Operations Menu 
2. Typee 

3. Type name of document 

4. Press RETURN 


TIPS: 
e Tochange text—see DELETE, FORMAT, INSERT, PAGINATION, 
REFORMAT 
e To edit document on disk in drive 2—see ACTIVATE SECOND DISK 
DRIVE, DISK INTERACTION, SECOND VIDEO 


EMPHASIS—see BOLD PRINT, FONT CHANGE, 
OVERSTRIKE 


ERROR MESSAGE 


Refer to “Help” and “Utility Disk” sections of Features and Reference 
Guide. For error messages displayed using Special Features, refer to 
Special Feature documentation 


FEATURE CONFIGURATION 


To check features: 
1. Display System Operations Menu 
2. Press MODE 
3. Type f 
4. Press MENU to return to System Operations Menu 


TIPS: 
e S indicates availability on System. D indicates availability on disk 
e Once System is on, all disks used must have same features. To use 
disk with different features, power System completely off, then power 
back on—see POWER OFF, POWER ON. Insert disk you wish to use 
e To add or remove features on disk—see UPDATE 
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FONT CHANGE 


To type: 


iv 
Zi 
3. 
4. 


Position cursor under first character of font change 
Press ALT SHIFT + EMPH 

Type f 

Type font number (1, 2, 3 or 4) 


To delete: 


1s 
2. 
3. 


Press SHIFT +MODE until instruction squares display 
Position cursor under font square 
Press ALT SHIFT + SHIFT + DEL 


To print multi-font document: 


1. Change print wheel and print wheel sets if necessary 

2. Display System Operations Menu 

3. Type p 

4. Type name of document 

5. Press RETURN 

6. Type o 

7. Select other print options desired 

8. Press RETURN 

9. Type f 
10. Type number of font to print 

For twin track, type two font numbers, separated with comma 

11. Select other special options desired 
12. Press RETURN 
13. If applicable, follow prompt to insert paper and press RETURN 
14. Follow same procedure to print each font 
NPS: 


Displays as instruction square 

To locate—see NEXT COMMAND SEARCH 

Record font change instruction for every font change in text 
Record font instruction (usually font 1) at first character position of 
main document and each heading, trailer and footnote 

Automatic underscore, footnote separator, and footnote continuation 
string always print in font 1 

One font per print pass (two fonts per print pass for twin track printers) 
When no font is specified, all fonts print 
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FOOTNOTE 


To type: 

_ Position cursor where footnote is referenced in document 
. Type reference number if desired 

. Press FOOT 

. Type reference number if desired 

. Type text of footnote 

. Press FOOT 


OnakrWNDh — 


To edit: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under footnote square 
3. Press FOOT 
4. Perform edits 
5. Press FOOT 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under footnote square 
3. Press ALT SHIFT + SHIFT + DEL 


Rules for printing: 

e Donot print selected pages (4, 5, 6) or groups of pages (4-6) when 
footnotes continue across the pages. Instead, print from page 
containing first footnote instruction desired to 999. HALT after 
appropriate page prints 

e Toprint page with continued footnote, print page containing footnote 
instruction through 999 

e When printing pages with continued footnotes, do not select Reprint 
Current Page after HALT. Clear queue and retype print command 

e If footnote instruction is on last line of page, footnote prints on next 
page 

e |f document's last page contains only continued footnote text, type 
RETURN(s) at end of main document to create extra page(s) on which 
continued footnote will print 


Continued on next page 
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FOOTNOTE continued 
TIPS: 


Displays as instruction square 

To locate—see NEXT COMMAND SEARCH 

Do not use tab stops in footnote. Position text with soaces, CENTER or 
PARA 

Footnote instruction square. cannot be phrased but can be 
movea—see MOVE. Footnote text may be phrased 

Maximum of 19 footnotes totalling 255 footnote lines per page 

For blank line(s) between footnotes, type RETURN(s) above text inside 
each footnote 

To change footnote formats—see FOOTNOTE: FORMAT SETS 


FOOTNOTE CONTINUATION STRING—see FOOTNOTE 


PRINT OPTIONS TAILOR 


FOOTNOTE: FORMAT SETS 


To change primary format sets: 


OaRwWh 4 


. Position cursor anywhere in main document 


. Press FORMAT 
. Press FOOT 


Follow prompts to type format changes 
Press RETURN 
Edit each footnote typed before change to reformat 


To change secondary format sets: 


1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under footnote 
3. Press FOOT 
4. Press FORMAT once (or twice for menu) 
5S. Follow prompts to type format changes 
6. Press RETURN 
7. Press FOOT 
TIPS: 


Primary formats include: S,T,I,M,L,C,V,J 

Primary formats affect all footnotes except those with secondary 

formats 

Secondary formats include: |,M,L,C,V,J 

Secondary formats affect only the footnote in which they are set 

Secondary formats display as squares inside footnote. To delete, 
press ALT SHIFT + SHIFT + DEL 

To add or change footnote separator or continuation string—see 
FOOTNOTE PRINT OPTIONS TAILOR 


Famed 
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FOOTNOTE PRINT OPTIONS TAILOR 


To tailor disk for footnote separator and/or continuation string: 
. Display Utility Operations Menu 
Type t 
. Wait for prompt to display 
Remove Utility disk 
Insert disk to be tailored in drive 1 and close door 
Press RETURN 
. If required, type current disk password and press RETURN 
Type n 
. For footnote separator, type 1: 
Type separator character (1 character) 
Type number of times character should print (1-200) 
Press RETURN 
10. For continuation string, type 2: 
Type continuation string (1-10 characters or spaces) 
Press RETURN 
11. Press CANCEL to return to Tailor Menu 
12. Change other tailors if desired 
13. Press MENU to record tailors 
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TIPS: 
e Immediately affects all documents on disk 
e Footnote separator prints on last line of footnote’s top margin and uses 
footnote primary formats 
e Continuation string prints on first line of main document's bottom 
margin and uses last footnote’s formats 
e When continuation string prints, trailer prints one line lower 


FOOTNOTE SEPARATOR—see FOOTNOTE PRINT 
OPTIONS TAILOR 


FORCED PAGE 


To type: 
1. Position cursor at end of last line on page 
2. Press SHIFT + PAGE/PARA 


To delete: 
1. Position cursor on forced page 
2. Press ALT SHIFT + DEL 


TIPS: 
e Forced page prevents justification of line above it 
e To force page in multi-column text—see MULTI-COLUMN: TEXT 


26 


FORMAT 
To type: 
1. Position cursor where new format should take effect 
2. Press FORMAT once (or twice for menu) 
3. Type letter of format 
4. Type new number, separating multiple changes with commas 
5. Press RETURN 
To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under format square 
3. Press ALT SHIFT + SHIFT + DEL 
TIPS: 
e Each new format set displays as instruction square 
e To locate—see NEXT COMMAND SEARCH 
e Maximum for P and X is 126 
e Maximum for F and S is 63 
e Maximum for T is 31 
e Maximum for | is 40 
e Maximum for M and L is 238 
e Maximum for C is 60 
e Left margin and line length combined must not exceed 132 if 


document will be printed (except for wide track printer) 

To reformat document—see REFORMAT 

To change heading/trailer or footnote format sets—see HEADING: 

FORMAT SETS, TRAILER: FORMAT SETS or FOOTNOTE: FORMAT 
SETS 

To tailor disk’s formats—see FORMAT TAILOR 

For smaller format units—see INCREMENTAL PRINTER SPACING 
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FORMAT TAILOR 


To tailor disk: 

. Display Utility Operations Menu 

. Type t 

. Wait for prompt to display 

. Remove Utility disk 

. Insert disk to be tailored in drive 1 and close door 
. Press RETURN 

._ If required, type current disk password and press RETURN 
. Type f 

. Follow prompts to change format(s) 

10. Press CANCEL to return to Tailor Menu 

11. Change other tailors if desired 

12. Press MENU to record tailors 
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TIPS: 
e Affects main document formats and primary heading/trailer and 
footnote formats for all new documents 
e Does not affect previously recorded document unless page index is 
erased—see PAGE INDEX 


GROUP MARK—see DOCUMENT ASSEMBLY: VARIABLE 
DOCUMENT 


HALT 


To stop printer: 
1. Press HALT 
2. If required, type number of printer to be halted 
3. Type letter of desired halt option 


TIPS: 
e Printer. repositions continuous form paper at top of sheet for all options 
except “Resume print” and “Stop print and CLEAR QUEUE” 
e Forfull choice of halt options, depress HALT at station which is printing 
document 
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HANGING INDENT 


To type: 
1. Position cursor above text to be indented 
2. Set left tab stop for each indent level—see TAB STOPS 
3. Position cursor at beginning of first line (which will not be indented) 
4. Press SHIFT + INDENT once for each indent level required 
5. Type text 
6. Press RETURN to end indent 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under hanging indent square 
3. Press ALT SHIFT + SHIFT + DEL 


iPS: 
e Displays as instruction square 
Next Command Search does not locate 
PARA and forced page do not end indent 
You may combine hanging indent and indent 
To indent first line also—see INDENT 
For paragraph indent, use PARA key—see PARAGRAPH 


HEADING 


To type heading which will start printing on page 1: 
1. Position cursor on page 1, line 1 
2. Press SHIFT + HEAD 
3. For Both/Even heading, press RETURN 
For Odd heading, type o 
4. Type text of heading 
5. Press HEAD 


To type heading which will start printing on page other than 1: 
. Determine on which page heading should begin 
. Position cursor on preceding page 
. Position cursor on any line except line 1 
. Press SHIFT + HEAD 
. For Both/Even heading, press RETURN 
For Odd heading, type o 
. Type text of heading 
. Press HEAD 
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Continued on next page 


} 
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HEADING continued 


To edit: 


1; 
2. Position cursor under heading square 
on 

4. |f heading is Both/Even, press RETURN 


OO 


Press SHIFT + MODE until instruction squares display 
Press SHIFT + HEAD 


If heading is Odd, type o 


. Perform edits 
. Press HEAD 


To delete: 


1. 
oe 
3 


Press SHIFT + MODE until instruction squares display 
Position cursor under heading square 
Press ALT SHIFT + SHIFT + DEL 


TIPS: 


Displays as instruction square 

To locate—see NEXT COMMAND SEARCH 

Do not use tab stops in heading. Position text with spaces, CENTER or 
PARA 

Heading instruction cannot be phrased but can be moved—see 
MOVE. Heading text may be phrased 

Both/even heading prints on all pages when there is no odd heading 
Both/even heading prints on even pages when there is an odd 
heading 

Odd heading always prints on odd pages 

To change formats—see HEADING: FORMAT SETS 

For automatic page numbering—see PAGE NUMBER 


HEADING: FORMAT SETS 


To change primary format sets: 


OWN 


. Position cursor anywhere in main document 
. Press FORMAT 
. Press SHIFT + HEAD 


Follow prompts to type format changes 


. Press RETURN 


Continued on next page 
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HEADING: FORMAT SETS continued 


To change secondary format sets: 


1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under heading square 
3. Press SHIFT + HEAD 
4. If heading is Both/Even, press RETURN 
If heading is Odd, type o 
5S. Press FORMAT once (or twice for menu) 
6. Follow prompts to type format changes 
7. Press RETURN 
8. Press HEAD 
TIPS: 


e Primary formats include: S, T, 1, M,L, C, V, J 

e Primary formats affect all headings and trailers except those with 
secondary formats 

e Secondary formats include: T, 1, M, L, C, V, J 

e Secondary formats affect only the heading in which they are set 

e Secondary format sets display as instruction squares. To delete, 
press ALT SHIFT + SHIFT + DEL 


HIGH PRIORITY 


. Remove document if already in queue—see PRINT QUEUE 
. Display System Operations Menu 

Type p 

Type name of document 

. Press RETURN 

. Type h 

. Select other print options as desired 

. Press RETURN 
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TIPS: 
e On OASys 3000 and Model || work stations, high priority document 
prints immediately following currently printing document. 
e On OASys 30008, high priority document is next in your print queue. 
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HYPHEN 


To type regular hyphen: 
1. Position cursor where regular hyphen should be 
2. Type hyphen 


To type blocked hyphen: 
1. Position cursor where blocked hyphen should be 
2. Press SHIFT + BLK- 


To type discretionary hyphen: 
1. Position cursor under character to follow hyphen 
2. Press DIS- 


To delete regular or blocked hyphen: 
1. Position cursor under hyphen 
2. Press DEL 


To delete discretionary hyphen: 
1. Press SHIFT + MODE until all hyphen carets (“ ) display 
2. Position cursor under hyphen caret 
3. Press DEL 


TIPS: 
e Discretionary hyphen divides word at end of line when necessary 
e Blocked hyphen keeps word together at all times 
e Regular hyphen lets word be split between lines at hyphen location 
e See also—HYPHENATION PASS 


HYPHENATION PASS 


To use: 
1. Position cursor on line 1 
2. Press MODE 
3. Type h 
4. For default hot zone of ¥% inch, do not type anything 
For other hot zone, type number in ‘/10 inches 
. Press RETURN 
. Each time hyphenation pass stops: 
For hyphenation, press DIS- at desired location 
For no hyphenation, press RETURN 


OO 


Continued on next page 
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HYPHENATION PASS continued 


TIPS: 
e Perform hyphenation pass after final edits but before widow/orphan 
pass 
e To stop hyphenation pass, press CANCEL 
e Hyphen may be typed ator to left of cursor position when hyphenation 
pass stops. Nohyphenation occurs if hyphen is typed to right of cursor 
position 


O 
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INCREMENTAL PRINTER SPACING 


To type: 


mFwWh — 


6. 


. Position cursor where incremental format should take effect 

. Press FORMAT once (or twice for menu) 

. Type letter of format 

. Type new number 

. Type ! after number to indicate incremental units, separating multiple 


changes with commas 
Press RETURN 


TIPS: 


Horizontal formats (M, L, C): 120 incremental units per inch. 
1 unit = ‘120 inch = ‘/12 Pica character 

Vertical formats (P, X, F, S, T): 48 incremental units per inch. 
1 unit = ‘/as inch = ¥ line 

For details on formats—see FORMAT 


INDENT 

To type: 
1. Position cursor above text to be indented 
2. Set left tab stop for each indent level—see TAB STOPS 
3. Position cursor at beginning of first line to be indented 
4. Press INDENT once for each indent level required 
5. Type text 
6. Depress RETURN to end indent 


To delete: 


ls 
2 


Position cursor under indent symbol (\) 
Press ALT SHIFT + SHIFT + DEL to delete each indent level 


TIPS: 


PARA and forced page do not end indent 
To indent all but first lime—see HANGING INDENT 
For paragraph indent, use PARA key—see PARAGRAPH 
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INDEX 


To type instruction: 
1. Position cursor under word or phrase to be indexed 
2. Press INDEX 
3. Type text that should appear in index 
4. Press RETURN 


To automatically search and index a word or phrase: 
1. Position cursor where search should begin 
2. Press SEARCH 
3. Type | 
4. To index each occurrence without stopping, type a 
To verify each index instruction, type v 
. Type word or phrase to be located 
. To find any occurrence, press RETURN 
To find only occurrences capitalized exactly as typed in step 4, press 
MARK 
. Type text that should appear in index 
. Press RETURN 
. If you selected Verify, each time search stops: 
To index occurrence, press RETURN 
To prevent indexing, press SEARCH 


OO 


O CON 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under index square 
3. Press ALT SHIFT + SHIFT + DEL 


PS: 
e Displays as instruction square 
e To locate—see NEXT COMMAND SEARCH 
e Tocancel index search, press CANCEL 


INDEX: CREATE 


. Display System Operations Menu 

Type s 

Type | 

Type name of document to be indexed 

Type / 

Type desired name for index document 

. Press RETURN 

Type | 

. Edit index when cursor reappears and format as desired 


OONANAWN 


TPs: 
e Document for which index is created must have index 
instructions—see INDEX 
e Newly created index may contain up to 2400 characters. More 
characters may be added during edit after creation 
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e System follows page number control instructions when creating index 


document 
e Page index erased—see PAGE INDEX 


INSERT 


Between words: 
1. Position cursor under space between words 
2. Press spacebar 
3. Type text 


Within words: 
1. Position cursor under character to follow insertion 
2. Press INS 
3. Type text 


To left of instruction square: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under square 
3. Type text 


TIPS: 
e Tocancel insert, press any ARROW key 
e To insert moved or phrased text—see MOVE or PHRASE 
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INSTRUCTION SQUARES 


To display: 
Press SHIFT + MODE until instruction squares display 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under square 
3. Press ALT SHIFT + SHIFT + DEL 


TIP: Tolocate most instruction squares—see NEXT COMMAND SEARCH 


JUSTIFICATION 


1. Position cursor where justification should take effect 

2. Change format to JiI—see FORMAT 

3. Change primary format sets for headings, trailers and footnotes to 
Ji—see HEADING: FORMAT SETS, TRAILER: FORMAT SETS, 
FOOTNOTE: FORMAT SETS 


TPs: 
e Line ending in RETURN or followed by forced page will not justify 
e Justification does not display on screen 
e To position justified text after automatic number, do not use spaces. 
Use TAB or INDENT 


MARK—see MOVE, PHRASE, DELETE 


MENU—see SYSTEM OPERATIONS MENU, UTILITY 
OPERATIONS MENU, TAILOR 


MERGE—see COPY: MERGE, COPY: STANDARD, 
DOCUMENT ASSEMBLY, PRINT ASSEMBLY 


MESSAGE 
Refer to “Help” and “Utility Disk” sections of Features and Reference 


Guide. For error messages obtained using Special Features, refer to 
special Feature documentation 
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MOVE 


To move block of text: 


Wy 


NOW 


Press SHIFT + MODE until instruction squares display (if document 
has no squares, go directly to step 2) 


. Position cursor under first character, symbol or square to be moved 
. Press MARK 
_ Position cursor under last character, symbol or square to be moved. 


Underscore highlights marked text 


. Press MARK (to cancel, press CANCEL twice) 


Press MOVE 


_ If move block is in use, press CANCEL three times. Insert old move 


block before marking and moving new block—see below 


To move tab scale: 
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. Position cursor on tab scale 

. Press MARK 

. Position cursor on tab scale again 
. Press MARK 

. Press MOVE 


To insert move block: 


— 


. Press SHIFT + MODE until instruction squares display (if document 


has no squares, go directly to step 2) 


2. Position cursor under character, symbol or square to follow insertion 

3. Press PHRASE 

4. Press RETURN 

_ 

Move block size unlimited. Whole document may be moved 

e Any combination of text, symbols and squares may be moved 

e Only one block may be moved at a time. Insert moved block before 
marking and moving second block 

e When block of text has been moved but not yet inserted, asterisk (*) 
displays under PHRASES USED in directory 

e Move block may be inserted in any document on disk 

e To phrase block of text—see PHRASE 

e To delete block of text—see DELETE 

e To move column—see COLUMN MOVE AND DELETE 

e TO move cursor—see CURSOR MOVEMENT 

e On OASys 3000 and Model II work stations, text to be moved is 


highlighted by an underscore. 
On OASys 30008, highlight is black characters on white background. 
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MULTI-COLUMN 


To type multi-column instruction: 

. Position Cursor on line where columns will begin 

. Press MODE 

. Type m 

Type number of columns desired 

. Press RETURN 

. Type number for distance between columns in ‘10 inches 
. Press RETURN 
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To type multi-column:0 instruction: 
1. Position cursor in column 1, where multi-column should end 
2. Press MODE 
3. Typem 
4. Type @ 
5. Press RETURN 


To change: ; 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under either multi-column square 
3. Type new multi-column instruction 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under first multi-column square 
3. Press ALT SHIFT + SHIFT +DEL twice 


HPS: 
e Displays as two instruction squares (Multi-column:@ displays as one 
square). Do not separate squares with text or spaces 
To locate—see NEXT COMMAND SEARCH 
Maximum of 7 columns 
Equal distance between all columns 
Distance between columns and line length combined cannot exceed 
total line length of document 
e To type multi-column text—see MULTI-COLUMN: TEXT 
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MULTI-COLUMN: TEXT 


Equal line length for all columns: 

. Position cursor on line where columns will begin 

. Type multi-column instruction—see MULTI-COLUMN 

. Change line length format 

. Type text 

. Type multi-column:@ instruction to end multi-column—see 
MULTI-COLUMN 
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Varying line length for columns: 

. Position cursor on line where columns will begin 

. Type multi-column instruction—see MULTI-COLUMN 

. Change line length format for column 1 

. Type first item in column 1 

. End column 1 manually—see below 

. Change line length format for next column 

. Type first item in next column 

. End next column manually 

. Follow steps 6-8 for each item in each column. Type blank line above 
each item after first item in each column 

. Type multi-column:@ instruction to end multi-column text—see 
MULTI-COLUMN 
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To manually end column: 
Press SHIFT + PAGE/PARA 


To type blank column: 

1. Position cursor in column 

2. Press RETURN 

3. Press SHIFT + PAGE/PARA 


To end page: 
1. End columns manually (if necessary) to position cursor in column 
1—see above 
2. Type multi-column:@ instruction—see MULTI-COLUMN 
3. Press SHIFT + PAGE/PARA 
4. Type multi-column instruction—see MULTI-COLUMN 


Continued on next page 
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MULTI-COLUMN: TEXT continued 


To move cursor to next column in multi-column text: 
Press PG | 


To delete end of column instruction: 
1. Position cursor on end of column instruction 
2. Press ALT SHIFT + SHIFT + DEL 


TIPS: 


e Lower right hand corner of screen displays current column number 


e lf line length changes from column to column, you must manually 
end each column 


NEXT COMMAND SEARCH 


1. Position cursor where search should begin 

2. Press SHIFT + MODE until instruction squares display (optional) 
3. Press SHIFT + NXT CMD 

4. Repeat to find next square 


TIPS: 
e Finds all squares except: hanging indent, required backspace, 


superscript, subscript, underscore, group mark 
e To stop search, press CANCEL 


NUMBERING—see AUTOMATIC NUMBERING, OUTLINE, 
PAGE NUMBER 


OFF—see POWER OFF 


ON—see POWER ON 
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OUTLINE 


To type: 
1. Position cursor above location of outline 
2. Set left tab stop for each outline level you will use 
3. Press RETURN 
4. Press OUTLN until desired number/letter displays 


To increase level: 
1. Position cursor at beginning of line with number/letter 
2. Press OUTLN until desired level displays 


To decrease level: 
1. Position cursor at beginning of line with number/letter 
2. Press ALT SHIFT + SHIFT + DEL until desired level displays 


To delete: 
1. Position cursor at beginning of line with number/letter 
2. Press ALT SHIFT + SHIFT + DEL until numbers/letters are deleted 


TIPS: 
e Arabic and multi-level numbers count to 255 
Roman numerals and alphabet letters count to 99 
Do not mix outline and automatic numbering 
Do not type more than one outline number per line 
Do not use INDENT and OUTLN keys on same line 
Tab stops determine where text indents for each level 
To restart numbering—see OUTLINE: RESTART 
To change label or a level’s numbering format—see OUTLINE SETS 


OUTLINE: RESTART 


1. Change outline sets. Change level before restart level to “None.” 
Change restart level as desired—see OUTLINE SETS 

. Position cursor on line above where numbering will begin 

. Set left tab stop for each outline level you will use (including “None” 

level) 

Press RETURN 

Press OUTLN to reach “None” level (no number will display) 

. Press RETURN 

. Press OUTLN until desired number/letter displays 

. Repeat steps 4-7 each time you need to restart numbering 


ONOOKR Wh 
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OUTLINE SETS 


To change: 
1. Press MODE 
2. Type o 
3. For label, type label 
For no label, do not type anything 
. Press RETURN 
. Follow prompts to select numbering format for each level 
. Change only to last level you need, then press CANCEL 


Out 


TIPS: 
e Standard (default) outline settings: 

|. Level One 

A. Level Two 

1. Level Three 
a. Level Four 
(1) Level Five 
(a) Level Six 

Maximum of 6 outline levels 
Outline label may be 1-10 characters and spaces 
Outline sets affect entire document 
If you make a mistake while changing sets, press CANCEL and start 
again with step 1 
e Number of multi-level digits displayed should be equal to or higher than 

outline level. For example, select 3 or more digits to display for level 3. 

Maximum is 6 
e To change disk’s standard sets—see OUTLINE SETS TAILOR 
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OUTLINE SETS TAILOR 


To tailor disk: 

. Display Utility Operations Menu 

Type t 

. Wait for prompt to display 

Remove Utility disk 

_ Insert disk to be tailored in drive 1 and close door 

. Press RETURN 

_ If required, type current disk password and press RETURN 
Type o 

. Follow prompts to change outline label and/or level(s) 
10. Press CANCEL to return to Tailor Menu 

11. Change other tailors if desired 

12. Press MENU to record tailors 
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TIPS: 
e Affects all new documents 
e Does not affect previously recorded document unless document loses 
outline sets during recovery or merge 
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OVERSTRIKE 


To type: 

. Position cursor under first position to be overstruck 

. Press ALT SHIFT + EMPH 

Type o 

Type overstriking character 

Type text 

. Position cursor to immediate right of last position to be overstruck 
. Press ALT SHIFT + EMPH 

Type o 

. Press RETURN 
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To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under overstrike square 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 
e Displays as instruction square 
e To locate—see NEXT COMMAND SEARCH 
e Type overstrike instructions in pairs—one for on, one for off 
e Delete both overstrike squares 
e See also—REQUIRED BACKSPACE 


OVERWRITE—see DELETE OVERWRITE TAILOR 
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PAGE IF 
To type: 
1. Count number of single spaced lines in block 
2. Position cursor on line above block 
3. Press ALT SHIFT + PAGE/PARA 
4. Type number determined in step 1 
5. Press RETURN 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under page if square 
3. Press ALT SHIFT + SHIFT + DEL 


TPS: 
e Displays as instruction square 
e To locate—see NEXT COMMAND SEARCH 
e Keeps. block of text from splitting between pages 
e Round number of lines up to next whole number if necessary 


PAGE INDEX 


Four methods for establishing page index: 
e Beginning on line 1, search to nonexistent word such as ‘“xyz''—see 
SEARCH 
e Beginning on line 1, use | or PG J to scroll to end of document 
e Beginning on line 1, perform hyphenation or widow/orphan pass to 
end of document | 
e Print entire document 


TIPS: 
e When page index is erased, you cannot search to or print selected 
pages 

e Page index will be erased: 
In a merged document—see COPY: MERGE 
In a standard copy of multiple originals—see COPY: STANDARD 
When indicated by a recovery message—see RECOVERY 
Inanewly created index or table of contents—see INDEX: CREATE, 

TABLE OF CONTENTS: CREATE 
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PAGE NUMBER 


To type: 


1. 
. Position cursor with CENTER or spaces where page number should 


Record or edit heading or trailer—see HEADING or TRAILER 


print (inside heading or trailer) 


3. Press ALT SHIFT + PG# 
4. 
5. Exit heading or trailer 


Type other text, if desired 


To delete: 


1. 
2, 
3. 


Edit heading or trailer 
Position cursor under page number instruction (#) 
Press ALT SHIFT + SHIFT + DEL 


TIPS: 


Arabic numbers count to 255 


Roman numerals count to 99 

Numbering matches page number displayed at bottom of screen 
unless page number control is used 

To begin with specific number or use Roman numerals—see PAGE 
NUMBER CONTROL 


PAGE NUMBER CONTROL 


To affect numbering in heading on page 1: 


NOOR WP 


. Position cursor on page 1 
. Position cursor on line 1 
. Press MODE 


Type p 


. Select type of numbering desired 
. Type beginning number 
. Press RETURN 


To affect numbering in heading on page other than 1: 
1. Determine on which page numbering should be affected 


Co 
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. Position cursor on preceding page 
. Positon cursor on any line except line 1 
. Press MODE 


Type p 


. Select type of numbering desired 
. Type number preceding beginning number (if beginning number is 1, 


type 0) 


. Press RETURN 


Continued on next page 


) 
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PAGE NUMBER CONTROL continued 


To affect numbering in trailer: 

. Position cursor on page to be affected 

. Position cursor on any line except line 1 
Press MODE 

Type p | | 

. Select type of numbering desired 

. Type beginning number 

. Press RETURN 
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To advance page numbering (skip numbers): 
1. Follow steps in appropriate procedure for heading or trailer, but stop 
before typing base number—see above and previous page 
2. Type + 
3. Type number of pages you wish to skip a 
4. Press RETURN 


To decrease page numbering: 
1. Follow steps in appropriate procedure for heading or trailer, but stop 
before typing base number—see above and previous page 
2. Type - 
3. Type number to be subtracted from next page number 
4. Press RETURN 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under page number control square 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

e Displays as instruction square 

e To locate—see NEXT COMMAND SEARCH 

e Page number control instruction typed in main document 

e Document must contain heading or trailer with page number 
instruction (#)—see PAGE NUMBER 

e Odd and even headings and trailers print according to page number 
control 

e Page numbers in index and table of contents follow page number 
control instructions 


PAGE SCROLL—see CURSOR MOVEMENT, PAGE INDEX 
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PAGINATION 


Four methods for changing: 


Change text length—see FORMAT 

Use forced pages—see FORCED PAGE 

Perform widow/orphan pass—see WIDOW/ORPHAN PASS 
Use page if instructions—see PAGE IF 


TIPS: 


To repaginate—see REPAGINATE 

To automatically number pages—see PAGE NUMBER 

To change page number format or base number—see PAGE 
NUMBER CONTROL 


PAPER POSITIONING 


To position paper in printer: 
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O ON 


10. 


. Pull paper bail forward 

. Insert paper behind platen 

. Turn platen knob to bring paper through 

. Pull paper release lever forward 

. Pinch front and back edges of paper to square paper in printer 
. Center page in printer: 


For metal wheel printer, align left edge with vertical red line on print 
wheel carriage 

For plastic wheel printer, align left edge with vertical red line on card 
guide 


. Hold paper in position and push paper release lever back 
. Adjust paper guide so that it is flush with left edge of paper 
. Turn platen knob to adjust top edge of paper: 


For metal wheel printer, top edge should be flush with top of triangular 
hole on card guide. 

For plastic wheel printer, too edge should be flush with upper 
horizontal line on card guide 

After printing has started and paper has advanced several lines, push 
paper bail back against paper 


TIP: For metal wheel printer, if you cannot see triangular hole in card 


guide, push down on ribbon cartridge 
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PARAGRAPH 


To type: 
1. Press PARA 
2. Type paragraph 


To delete: 
1. Position cursor under paragraph symbol ({) 
2. Press ALT SHIFT + SHIFT + DEL 


TIPS: 
e |fline before PARA ends in RETURN, paragraph spacing format will be 
ignored in print 
e Spacing between paragraphs does not display on screen, but is 
indicated by line counter 
e To change paragraph indent or line spacing—see FORMAT 


PASSWORD 


To assign or remove password for document already recorded: 
. Display System Operations Menu 
. Type s 
. Type p 
. Type name of document 
. If document currently has password, type colon (:) and current 
password 
If document does not Nave password, do not type anything 
6. Press RETURN 
7. To add password, type password desired 
To remove password, do not type anything 
8. Press RETURN 
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TIPS: 
e Password must be 3 letters or numbers 
e Document will not be protected by password alone. Protect level must 
be assigned—see PROTECT LEVEL 
e To record document with password—see RECORD 
e For disk password—see PASSWORD TAILOR 
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PASSWORD TAILOR 


To tailor disk for disk password: 


1. Display Utility Operations Menu 
2. Type t 
3. Wait for prompt to display 
4. Remove Utility disk 
5. Insert disk to be tailored in drive 1 and close door 
6. Press RETURN 
7. If required, type current disk password and press RETURN 
8. Type p 
9. To add password, type password (1-8 alphabet letters) 
To remove password, do not type anything 
10. Press RETURN 
11. Type new password again to verify 
12. Press RETURN 
13. Change other tailors if desired 
14. Press MENU to record tailors on disk 
PHRASE 


To phrase block of text: 


1. 
. Position cursor under first character, symbol or square to be phrased 


ONAN 


a. 


Press SHIFT +MODE until instruction squares display 


(if document has no squares, go directly to step 2) 


. Press MARK 
_ Position cursor under last character, symbol or square to be phrased. 


Marked text is highlighted 


. Press MARK (to cancel, press CANCEL twice) 
. Press PHRASE 


Type phrase letter (a-z) 


_ If letter is in use: 


To replace old phrase with new phrase, press RETURN twice 
To save old phrase, type another letter or press CANCEL three times 
Insert phrase back into text if desired—see next page 


To phrase tab scale: 
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. Position cursor on tab scale 
. Press MARK 
. Position cursor on tab scale again 


Press MARK 


. Press PHRASE 


Type phrase letter (a-z). If letter in use, see step 8 above for options 


. Insert phrase back into text if desired—see next page 


Continued on next page 
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PHRASE continued 


To delete phrase: 
1. Record or Edit a document 
2. Press PHRASE 
3. Press DEL 
4. Type the letters of any phrases you want to delete 
5. Press RETURN 


To edit phrase: 

Insert original phrase into document 

_ Make the desired changes 

_ Mark the beginning and end of the new phrase 

Press PHRASE 

Type the original phrase letter 

_ OASys beeps to remind you that there’s already a phrase by that name 
. To override old phrase, press RETURN 

_ Press RETURN again to verify that you are replacing the old phrase 
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To insert phrase: 
1. Press SHIFT + MODE until instruction squares display (if document 
has no squares, go directly to step 2) 
2. Position cursor under character, symbol or square to follow insertion 
3. Press PHRASE 
4. Type phrase letter 


TIPS: 
e Phrase size limited only by disk space 
e Phrase may be inserted in any document on disk 
e Any combination of text, symbols and squares may be phrased 
except heading, trailer, footnote or equation instructions 
e To see phrases used, display any directory—see DIRECTORY 
e To move block of text —see MOVE 
e To delete block of text—see DELETE 


POSITIONING PAPER—see PAPER POSITIONING 


POWER OFF 


. Display System Operations Menu 

. Press OFF (press OFF at both stations if two videos in use) 
. Wait until drive door(s) click and unlock 

. Remove disk(s) 

. Press OFF (at master station if you have two videos) 
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POWER ON 


. Press button under front right side of master station console 
. Insert Utility disk into drive 1 and close door 

. Wait for Utility Operations Menu to display 

Type porc 

Wait for prompt 

. Remove Utility disk 

. Insert Word Processing disk into drive 1 and close door 
. If required, type disk password and press RETURN 

. Type date (digits only) 

. If required, type time (digits only) 

. Press RETURN. System Operations Menu will display 
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TIPS: 
e Touse second video—see SECOND VIDEO 
e Touse disk in second drive from master station—see ACTIVATE 
SECOND DISK DRIVE and DISK INTERACTION 


PRINT 

1. Display System Operations Menu 

2. Type p 

3. Type name of document 

4. Press RETURN 

5. Select desired print options 

6. Press RETURN 

7. If you typed o at step 5, select special options and press RETURN 
8. If applicable, follow prompt to insert paper and press RETURN 


Continued on next page 
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PRINT continued 


TIPS: 


To stop print, press HALT 
single sheet: Printer stops after each page. If not selected, document 
prints continuously 
Special options: 

Repagination ofi—see REPAGINATION OFF 

Font # (F1-F4)—see FONT CHANGE 

Assembly—see DOCUMENT ASSEMBLY 

sheet feeder—see sheet feeder documentation 

Forms (only displays if your disk and System have Forms 

feature)—see Forms documentation 

For print commands which do not repaginate document—see 
REPAGINATION OFF 
High priority—see HIGH PRIORITY 
Selected page #’s: Use page numbers on screen, not printed 
numbers. Type selected page numbers, separated with commas . 
(4,8). Up to 5 single pages. To print group of pages, separate with 
hyphen (4-8). To print from selected page to end of document, print to 
999. Up to 2 groups of pages. In combination, up to 2 single pages 
and 1 group of pages may be selected. 
To queue documents for print—see PRINT QUEUE 
To position paper in printer—see PAPER POSITIONING 


PRINT ASSEMBLY 


To print several documents as one document: 


1, 


Display System Operations Menu 


2. Type p 
3. Type document names, separated with commas 
4. Follow usual print procedure—see PRINT 


TIPS: 


Documents print repaginated in sequence selected 

Documents remain separate on disk 

Format sets, tab sets, headings and trailers in individual documents 
affect text which follows 

First document's primary formats and outline sets used 

Page, outline and automatic numbering continuous 

Up to 13 documents may be in one print assembly command 

See also—DOCUMENT ASSEMBLY 
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PRINT QUEUE 


To queue document: 
Type print command for document—see PRINT 


To display: 
1. Display System Operations Menu 
2. Press MODE 


3. Type q 


To remove document from queue: 
1. Display print queue—see above 
2. Type document number 


TIPS: 

e Document may be removed from queue only at station from which 
document was sent to queue 

e Currently printing document cannot be deleted from queue. Instead, 
press HALT 

e Up to 8 documents may be queued at one time 

e Print assembly documents included in one print command are 
considered one document in queue 

e Document cannot be queued more than once at a time unless only 
selected pages are being printed 

e To change date or time in queue—see DATE AND TIME 

e On OASys 3000 and Model || work stations, high priority document will 
print next 

e On OASys 30008, high priority document is first in your print queue 


PRINT WHEEL 


To change print wheel on metal wheel printer: 

. Remove cover 

. Remove ribbon—see RIBBON 

. Tilt carriage toward you 

. Pull print wheel Knob until print wheel comes off 

Position new print wheel to match slot with hub on carriage 
Press down on print wheel to reseat it 

. Tilt carriage away from you 

. Replace ribbon 

. Replace cover 


To change print wheel on plastic wheel printer: 
1. Remove cover 
2. Remove ribbon—see RIBBON 
3. Press “o” button on carriage until it clicks 
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Continued on next page 
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PRINT WHEEL continued 


1 


. Tilt carriage toward you 

. Pull print wheel knob until print wheel comes off 

. Position new print wheel to match slot with hub on carriage 

. Press down on print wheel to reseat it 

. Tilt carriage away from you 

. Replace ribbon 

. Push down on “c” button until it clicks 

. Rethread ribbon 

. Press ribbon advance button (right inside edge of printer) to advance 


slack ribbon 
Replace cover 


TIP: You may need to change print wheel set—see PRINT WHEEL SETS 


PRINT WHEEL SETS 


To change: 

1. Display System Operations Menu 

2. Press MODE 

3. Type w 

4. Type number of print head 

5. Type letter of print wheel choice 

6. Make other print wheel set changes if desired 

7. Press MENU 

TIPS: 

@ Print wheel sets and examples of corresponding wheels: 
WP Standard: Plastic wheels marked “WP” 
APL or OCR B: Plastic or metal wheels marked “APL”, OCR 

B” or “ASCII” 
Std Metal Wheel: Metal wheels not marked “Legal” or 
“Scientific 10” (includes most PS) 

Legal Metal Wheel: Metal wheels marked “Legal” 
Metal Sci 10: Metal wheels marked “Scientific 10” 
Greek/Math: Plastic wheels marked “Greek/Math” 
Titan 10 Metal For print wheels labeled Titan 10 
Pica 10 Metal For print wheels labeled Pica 10 
Standard Plastic For print wheels labeled Standard 
OCR-B Plastic For print wheels labeled OCR-B 

@ Head numbers for single track printers: 
Printer #1: Head #1 
Printer #2: Head #3 


Continued on next page 
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PRINT WHEEL SETS continued 


@ Head numbers for twin track printers: 
Printer #1, left Head: Head #1 
Printer #1, right Head: Head #2 
Printer #2, left Head: Head #3 
Printer #2, right Head: Head #4 


@ Default print wheel set for each head is WP Standard 

When System is powered off, all sets return to WP Standard 

@ Print wheel sets for two stations are independent. System uses 
individual station’s print wheel sets to print document 


PROPORTIONAL SPACING 


—* 


. Position cursor where proportional spacing should take effect 

2. Change format to Vi—see FORMAT 

3. Change primary format sets for headings, trailers and footnotes to 
V1—see HEADING: FORMAT SETS, TRAILER: FORMAT SETS or 
FOOTNOTE: FORMAT SETS 


HPS: 

@ Toprint, use PS wheel on metal wheel printer. Change print wheel set if 
necessary—see PRINT WHEEL SETS 

@ Spacing depends on individual letter width rather than character 
spacing format. Twenty spaces print 1 inch long, regardless of 
character spacing 

@ Proportional spacing does not display on screen 

@ Toalign short lines ending in RETURN evenly, type atthe left margin or 
position with TAB or INDENT 

e Character spacing format determines spacing of tab Stops in print 


PROTECT LEVEL 


To add, change or remove: 
1. Display System Operations Menu 
2. Types 
3. Type L 
4. Type name of document 
0. If document has password, type colon (:) and current password 
If document does not have password, do.not type anything 
. Press RETURN 
. To add or change, type appropriate letter 
To remove, type n 


~/ O) 


TIP: For no access or no modify protect level, assign password to 
document before adding protect level—see PASSWORD 


QUEUE—see PRINT QUEUE 
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RECORD 


. Display System Operations Menu 

Type r 

Type desired name for document 

. If desired, type colon (:) and password 

. If desired, tab to and fill in one or more other blanks 
. Press RETURN 

. Type document 

. Press MENU 


ONOoRWh 


TIPS: 
e Document name may be 1-10 letters, numbers or hyphens 
e Document password must be 3 letters or numbers 
e Document may be up to 255 pages long 
e To format—see FORMAT 
e Torecord documenton disk in drive 2—see ACTIVATE SECOND DISK 
DRIVE, DISK INTERACTION, SECOND VIDEO 


RECOVER 
1. Display Utility Operations Menu 
2. Typer 
3. Wait for recovery prompt to display 
4. Remove Utility disk 
5. Insert disk to be recovered in drive 1 and close door 
6. To print messages, type p and insert paper in printer 
7. To scan disk, type s (disk will not be recovered) 
8. Press RETURN 
9. Watch read error count 
10. If count remains below 10, let recovery continue 


If count reaches 10, press CANCEL to stop recovery. See “Utility Disk” 
section of Features and Reference Guide for instructions 

11. When recovery is complete, edit documents as indicated by 
messages 


TIPS: 
e Salvage document may contain deleted text 
e Do not scan disk unless instructed to 
e For information on recovery messages, see “Utility Disk” section of 
Features and Reference Guide 
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REFORMAT 


To reformat document: 
1. Position cursor where new format should take effect 
2. Change format(s)—see FORMAT 
3. Scroll or print from change forward to end of document 


TIPS: 
e When you search to and edit selected pages, then print selected 
pages without scrolling or entirely printing, document will not reformat 
e For scrolling methods—see PAGE INDEX 


REMOVE DISK—see POWER OFF 


RENAME 


. Display System Operations Menu 
Type s 

Type r 

Type current name of document 
Type / 

. Type new name 

. Press RETURN 


SSO) ee he 


REPAGINATION 


Two methods for repaginating document after edit or format change: 


e Scroll to end of document from point of change 
e Print document from page containing point of change through 999 


TirPsS: 

e When you search to and edit selected pages, then print selected 
pages without scrolling or entirely printing, document will not 
repaginate 

e For scrolling methods—see PAGE INDEX 


REPAGINATION OFF 


To turn on or off during edit: 
1. Edit document—see EDIT 
2. Press MODE 
3. Type r 
4. Follow prompts to turn repagination on or off 


Continued on next page 
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REPAGINATION OFF continued 


TIPS: 
e Youcannotuse J or f to scroll past page crossings with repagination 
off. Search to a selected page or press PG | or PG 7 
e PAGE J places cursor directly at top of next page without visibly 
scrolling through text 
e When you press MENU, repagination automatically turns back on 


To turn off during print: 

. Display System Operations Menu 
Type p 

Type name of document 

Press RETURN 

Type o 

Select any other print options desired 
. Press RETURN 

Type r 

. Select any other special options desired 
10. Press RETURN 


OMNOTAWONM4 


TIPS: 
e Print does not repaginate when: 
Repagination off is selected 
Individual pages are selected 
Groups of pages that do not go to 999 are selected 
Document assembly is selected. (Assembled document 
repaginates, but standard and variable documents do not) 


REQUIRED BACKSPACE 


To type: 
1. Position cursor where required backspace desired 
2. Press ALT SHIFT + BACKSPACE 
3. Type overstriking character or space if desired 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under required backspace square 
3. Press ALT SHIFT + SHIFT + DEL 


Continued on next page 
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REQUIRED BACKSPACE continued 


TIPS: 
e Displays as instruction square 
e Next Command Search does not locate 
e Overstriking character occupies separate position on screen but not 
on printed line 
several may be typed in a row 
May be used with other instructions such as superscript 
Each required backspace effective for one character position 
To overstrike several characters—see OVERSTRIKE 


REQUIRED SPACE 


To type: 
1. Position cursor where required space desired 
2. Press ALT SHIFT + SPACEBAR 


To delete: 
1. Position cursor under required space 
2. Press DEL 


TIP: Required space keeps words together on the same line 


REQUIRE TIME OF DAY TAILOR—see TIME OF DAY 
TAILOR 


RIBBON 


To change on metal wheel printer: 

. Remove cover 

Push down on white levers on each side of ribbon cartridge 

. Lift cartridge straight up 

. Turn white knob in direction of arrow to tighten and straighten ribbon in 
replacement cartridge 

. Place ribbon portion of cartridge behind print wheel shield and ribbon 
guide posts 

. Align cartridge with carriage 

. Press down until both latches engage 

. Be sure ribbon is not caught on print wheel 

. Replace cover 
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Continued on next page 
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RIBBON continued 


To change on plastic wheel printer: 


WDM — 


NOOO 


. Remove cover 

. Disengage ribbon from ribbon posts 

. Check for red release lever on the left side of carriage 
._ If lever is there, press it down, then remove cartridge 


If lever is absent, pull up on cartridge to remove 


. Pull small loop of ribbon out of replacement cartridge 
. Drape ribbon over print wheel 
. Loop ribbon through ribbon guides and around outside of tension 


lever to right of print wheel 

Align cartridge with carriage 

Press down to lock in place 

Press ribbon advance button on right inside edge of printer to tighten 
ribbon and ensure inked portion is visible 


. Replace cover 


SALVAGE—see RECOVER 


SCAN—see RECOVER 


SCREEN DISPLAY LEVEL 


To change: 


Press SHIFT + MODE until desired level displays 


SCROLL—see CURSOR MOVEMENT 


SEARCH 


To search: 


OR wh = 


. Position cursor where search should begin 
. Press SEARCH 


Type s 


. Type text string to be located 
. To find any occurrence, press RETURN 


To find only occurrences capitalized exactly as typed in step 4, press 
MARK 


Continued on next page 
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SEARCH continued 


To search and replace without stopping (Global search): 

. Position cursor where search should begin 

. Press SEARCH 

. Type r 

. Type text string to be located 

. To find any occurrence, press RETURN 
To find only occurrences capitalized exactly as typed in step 4, press 

MARK 

. Type replacement text string 

. To capitalize replacement to match string it replaces, press RETURN 
To insert replacement exactly as typed in step 6, press MARK 
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To search and replace only with your verification: 
. Position cursor where search should begin 
. Press SEARCH 
. Type v 
. Type text string to be located 
. To find any occurrence, press RETURN 
To find only occurrences capitalized exactly as typed in step 4, press 
MARK 
6. Type replacement text string 
7. Tocapitalize replacement to match string it replaces, press RETURN 
To insert replacement exactly as typed in step 6, press MARK 
8. Each time search stops: 
For replacement, press RETURN 
To prevent replacement, press SEARCH 
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TIPS: 

e To interrupt search, press CANCEL 

e To repeat last search, press SEARCH twice 

e Search proceeds from cursor position forward in document 

e Text strings may contain up to 77 letters, numbers or spaces and 
cannot contain special characters or instructions 

e Search locates underscored text strings, but does not locate text 
strings containing required spaces or other instructions 

e For index search—see INDEX 

e To-search for instruction squares—see NEXT COMMAND SEARCH 

e Tosearch to page—see CURSOR MOVEMENT 


SEARCH TO A SPECIFIC COMMAND 
1. Position cursor where search should begin 
2. Press SEARCH 


Continued on next page 
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SEARCH TO A SPECIFIC COMMAND continued 


3. Type: s | 
4. Press the keystrokes used to make the command you're searching for 


SECOND VIDEO 


1. Display System Operations Menu at master station 
2. Insert disk in drive 2 and close door 
3. Press RETURN at second video 

TIPS: 


@ Disk inserted in drive 2 must match level and feature configuration of 
disk in drive 1 


@ See also—ACTIVATE SECOND DISK DRIVE, DISK INTERACTION 


SINGLE SHEET PRINT—see PRINT 
SPACE, REQUIRED—see REQUIRED SPACE 


SPECIAL CHARACTERS 


To type character on left front of number row: 
Press ALT SHIFT + desired key 


To type character on right front of number row: 
Press ALT SHIFT + SHIFT + desired key 


To delete: 
1. Position cursor under character 
2. Press DEL 


TIP: To print, use print wheel containing character and correct print wheel 
set—see PRINT WHEEL, PRINT WHEEL SET 


SPECIAL FUNCTIONS—see individual function 
STANDARD COPY—see COPY: STANDARD 


STANDARD DOCUMENT—see DOCUMENT ASSEMBLY: 
STANDARD DOCUMENT 


STOP PRINTER—see HALT 
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SUBSCRIPT AND SUPERSCRIPT 


To type subscript: 
1. Press SUB once for each subscript level 


2. Type text 
3. Press SHIFT + SUPER as many times as SUB was pressed in step 1 


To type superscript: 
1. Press SHIFT + SUPER once for each superscript level 


2. Type text : 
3. Press SUB as many times as SHIFT + SUPER was pressed in step 1 


To delete: 
1. Press SHIFT + MODE until instruction squares display 


2. Position cursor under SUPER or SUB square 
3. Press ALT SHIFI-+ SHIFT + DEL 


TIPS: * 
e Display as instruction squares 
Next Command Search does not locate 


@ 
e Each level is % of a line 
e Each line must contain equal number of SUPER and SUB instructions 


SWAPPED DISK COPY—see COPY: SWAPPED DISK 


SWITCH CODE—see DOCUMENT ASSEMBLY: STANDARD 
DOCUMENT 


SYSTEM OPERATIONS MENU 


To display from document, print queue, print wheel sets menu, feature 
configuration screen: . 
Press MENU 


To display from heading, trailer or footnote: 
1. Press HEAD, TRAIL or FOOT 
2. Press MENU 


To display after performing Utility function: 
1. Insert Utility disk in drive 1 and close door 
2. Press CANCEL 
3. Follow steps 3-10 of Power On procedure—see POWER ON 


TIP: To display from off or Utility Operations Menu—see POWER ON, 


SECOND VIDEO 
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TABLE OF CONTENTS 


To type instruction: 
1. Position cursor under section title to be in table of contents 
2. Press INDEX 
3. Type text that should appear in table of contents 
4. Press MARK 


To delete: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under table of contents square 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 
e Displays as instruction square 
e To locate—see NEXT COMMAND SEARCH 


TABLE OF CONTENTS: CREATE 


. Display System Operations Menu 

Type s 

Type | 

Type name of document for which you want table of contents 
Type / 

. Type desired name for table of contents document 

. Press RETURN 

Type t 

. Edit table of contents when cursor reappears and format as desired 
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TPS: 

e Document for which table of contents is created must have table of 
contents instructions—see TABLE OF CONTENTS 

e Newly created table of contents may contain up to 2400 characters. 
More characters may be added during edit after creation 

e System follows page number control instructions when creating table 
of contents document 

e Page index erased—see PAGE INDEX 
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TAB STOPS 


To set: 
1. Position cursor on first line where tab stops are required 
2. Move cursor to desired character position 
3. To set flush left tab stop, press TAB SET 
To set Decimal, Right, Center, or Period leader tab stop, press 
ALT SHIFT + SPC SET and type letter 


To clear: 
1. Position cursor on first line where tab stop is not needed 
2. Move cursor to tab stop position 
3. Press SHIFT + CLEAR 


To clear all tab stops currently in effect on line: 
1. Position cursor on line 
2. Press ALT SHIFT + SPC SET 
3. Typea 


To delete tab stop or clear: 
1. Position cursor on tab scale where tab stop or clear was set 
2. Position cursor under tab stop letter or clear 
3. Press DEL 


To delete tab instruction (>): 
1. Position cursor under tab instruction 
2. Press ALT SHIFT + SHIFT + DEL 


To delete tab scale: 
1. Position cursor on tab scale 
2. Press ALT SHIFT + DEL 


To move cursor to next tab stop in effect on text line: 
Press ALT SHIFT + TAB 


To move cursor to next tab stop in effect on tab scale: 
Press TAB 


TIPS: 

e Clear and set tab stops on line 1, line following RETURN or forced 
page 
You cannot type text or press MODE or FORMAT on a tab scale 
Proofreading screen display level displays blank space for tab scale 
To move or delete column—see COLUMN MOVE AND DELETE 
To tailor disk for default tab stops—see TAB TAILOR 
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TAB TAILOR 


To tailor disk: 

. Display Utility Operations Menu 

Type t 

. Wait for prompt to display 

Remove Utility disk 

. Insert disk to be tailored in drive 1 and close door 
. Press RETURN 

. If required, type current disk password and press RETURN 
. Type t 

. Follow prompts to record tab stops 

10. Press CANCEL to return to Tailor Menu 

11. Change other tailors if desired 

12. Depress MENU to record tailors 
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TIPS: 
e Affects all new documents 
e Does not affect previously recorded document unless page index is 
erased—see PAGE INDEX 
e Tailored tab stops may be cleared but not deleted in document 


TAILOR 


To tailor disk: 
. Display Utility Operations Menu 
. Type t 
. Wait for prompt to display 
Remove Utility disk 
. Insert disk to be tailored in drive 1 and close door 
. Press RETURN 
. If required, type current disk password and press RETURN 
. From Tailor Menu, type letter for item you wish to tailor 
Follow prompts—see individual tailors for details 
Change as many tailors as necessary 
. To record tailors, press MENU 
To prevent tailors from being recorded, press CANCEL 
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Continued on next page 
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TAILOR continued 


TIPS: 

e Underlining and footnote print options tailors affect all documents on 
disk 

e Format, tab and outline set tailors affect only documents recorded 
after the tailor is set 

e Format tailors affect both main document and primary heading, trailer 
and footnote formats 

e Delete overwrite does not overwrite documents deleted before tailor 
was set | 

e InSystem update, tailors of updated disk are retained. In Total update, 
tailors of ‘new’ disk are copied onto ‘old’ disk 


TIME—see DATE AND TIME, POWER ON, TIME OF DAY 
TAILOR 


TIME OF DAY TAILOR 


To tailor disk: 

. Display Utility Operations Menu 

Type t 

. Wait for prompt to display 

Remove Utility disk 

Insert disk to be tailored in drive 1 and close door 
. Press RETURN 

. If required, type current disk password and press RETURN 
Type r 

. For time not to be requested, type n 

For time to be requested, type y 

. Change other tailors if desired 

. Depress MENU to record tailors 
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TIP: If disk has Communications feature, time of day is requested 
regardless of tailor 
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TRAILER 


To type: 


RW 


. Position Cursor on page where trailer should start printing 
. Position Cursor on any line except line 1 

. Press ALT SHIFT + TRAIL 

. For Both/Even trailer, press RETURN 


For Odd trailer, type o 


. Type text of trailer 
. Press TRAIL 


To edit: 


1 


2. 
3. 
4. 


Ou 


Press SHIFT + MODE until instruction squares display 
Position cursor under trailer square 

Press ALT SHIFT + TRAIL 

If trailer is Both/Even, press RETURN 

If trailer is Odd, type o 


. Perform edits 


Press TRAIL 


To delete: 


1. 
2. 
3. 


Press SHIFT + MODE until instruction squares display 
Position cursor under trailer square 
Press ALT SHIFT + SHIFT + DEL 


TPS: 


Displays as instruction square 

To locate—see NEXT COMMAND SEARCH 

Do not use tab stops in trailer. Position text with soaces, CENTER or 
PARA 

Trailer instruction cannot be phrased but can be moved—see MOVE. 
Text inside trailer may be phrased 

Both/even trailer prints on all pages when there is no odd trailer 
Both/even trailer prints on even pages when there is an odd trailer 
Odd trailer always prints on odd pages 

To change trailer formats—see TRAILER: FORMAT SETS 

For automatic page numbering—see PAGE NUMBER 
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TRAILER: FORMAT SETS 


To change primary format sets: 
1. Position cursor anywhere in main document 
2. Press FORMAT 
3. Press ALT SHIFT + TRAIL 
4. Follow prompts to type format changes 
5. Press RETURN 


To change secondary format sets: 
1. Press SHIFT + MODE until instruction squares display 
2. Position cursor under trailer square 
3. Press ALT SHIFT + TRAIL 
4. lf trailer is Both/Even, press RETURN 
If trailer is Odd, type o 
. Press FORMAT once (or twice for menu) 
. Follow prompts to type format changes 
. Press TRAIL 
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TIPS: 

e Primary formats include: S, T, |, M, L, C, V, J 

e Primary formats affect all headings and trailers except those with 
secondary formats 

e Secondary formats include: T, |, M, L, C, V, J 

e Secondary formats affect only the trailer in which they are set 

e Secondary formats display as instruction squares. To delete, press 
ALT SHIFT + SHIFT + DEL 


TWO STATION COPY—see COPY: TWO STATION 
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TYPEWRITER MODE 


. Position paper at top of sheet and pull paper bail forward 
. Insert Utility Disk 
. Type: w 
. To print by character, type: c 
To print by line, type: | 


RWND — 


TIPS 
¢ Print by character: each character prints as you type it 

Print by line: each line prints when you press RETURN 

Use the spacebar, RETURN, BACKSPACE, 4 direction arrows, or ALT 

SHIFT + LEFT ARROW to position printhead (ARROWS DON’T WORK 

WHEN PRINTING BY LINE) 

Use the FORMAT key to change formats 

If printer is powered off or in use, you can't use typewriter mode 

The cent sign (¢) and characters on the fronts of keys do not print 

Pressing PAGE/PARA rolls paper to top of next sheet 

For underscore, press ALT SHIFT + UND 


TYPEWRITER MODE: TAB STOPS 


To set: 
1. Position printhead at character position where tab is desired 
2. Press TAB 


To clear: 
1. Position printhead at character position of TAB stop 
2. Press SHIFT + CLEAR 


¢ Three flush left TAB stops are pre-set at positions 15, 25, and 35 

¢ If you press TAB and system beeps, there are no TABS to the right of the 
printhead position 

¢ You can only set flush left TAB stops in typewriter mode 
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UNDERLINING TAILOR 


To tailor disk: 
. Display Utility Operations Menu 
Type t 
Wait for prompt to display 
. Remove Utility disk 
Insert disk to be tailored in drive 1 and close door 
Press RETURN 
. If necessary, type current disk password and press RETURN 
. Type u 
. To underline words and spaces, type c 
To underline words only, type w 
10. Change other tailors if desired 
11. Depress MENU to record tailors 


OONAANARWNM = 


TIP: Immediately affects all documents on disk 


UNDERSCORE 


To type: 
1. Position cursor under first position to be underscored 
2. Press ALT SHIFT + UND 
3. Type text 
4. Position cursor to immediate right of last position to be underscored 
5. Press ALT SHIFT + UND 


To delete: 
1. Press SHIFT +MODE until instruction squares display 
2. Position cursor under underscore square 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

e Displays as instruction square 

e Next Command Search does not locate 

e Type underscore instructions in pairs—one for on, one for off 

e Delete both underscore squares 

e To change automatic underscore from continuous (spaces 
underscored) to word only (spaces not underscored) or vice 
versa—see UNDERLINING TAILOR 
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UNDERSCORE: DOUBLE 


To type when using print wheel with double underscore character: 


| 
OnKkwWhy- 


. Position cursor under first position to be double underscored 

. Press ALT SHIFT + EMPH 

. Type o 

. Press ALT SHIFT + SHIFT + UND 

. Type text 

. Position cursor to immediate right of last position to be double 


underscored 


. Press ALT SHIFT + EMPH 
. Type o 
. Press RETURN 


TIP: Before printing you may need to change print wheel and/or print 


wheel sets—see PRINT WHEEL, PRINT WHEEL SETS 


- To type double underscore with print wheel which does not contain 
double underscore (for lines ending in RETURN only): 


SS ee a ee 
RONM=A7COANDM 


. Position cursor under first position to be double underscored 

. Press ALT SHIFT + UND 

. Type text 

. Position cursor to immediate right of last position to be double 


underscored 


. Press ALT SHIFT + UND 
. Position cursor at end of current line 


Change line spacing format to sl! 


. Press RETURN 

. Position cursor under first position to be double underscored 
. Press ALT SHIFT + UND 

. Type enough spaces to double underscore text on line above 
. Press ALT SHIFT + UND 

. Position cursor at end of current line 

. Change line spacing back to previous format 


TIPS: 


For proportional spacing, you may need to type additional 
underscored spaces 

For proportional spacing, type underscored text and underscored 
spaces at left margin or position with TAB or INDENT—see 
PROPORTIONAL SPACING 
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UPDATE 
One drive: 
1. Display Utility Operations Menu 
2. Type u 
3. Wait for update prompt to display 
4. For System update, type s 
For Total update, type t and press RETURN 
5. Type 1 
6. Remove Utility disk 
7. Insert ‘new’ disk in drive and close door 
8. Press RETURN 
9. For ‘old’ disk to contain all features on ‘new’ disk, type n 
To select which features on ‘new’ disk will go on ‘old’ disk or to remove 
features, type y. Select desired features (you may select no 
features). Press RETURN 
10. Follow prompts to swap ‘old’ and ‘new’ disks until message indicates 
update is complete 
Two drives: 
1. Display Utility Operations Menu 
2. Type u 
3. Wait for update prompt to display 
4. For System update, type s 
For Total update, type t and press RETURN 
5. Type 2 
6. Remove Utility disk 
7. Insert ‘new’ disk in drive 1 and close door 
8. Insert ‘old’ disk in drive 2 and close door 
9. Press RETURN 
10. For disk to contain all features on ‘new’ disk, type n 
To select which features on ‘new’ disk will go on ‘old’ disk or to remove 
features, type y. Select desired features (you may select no 
features). Press RETURN 
TIPS: 
e ‘New’ disk is disk with desired System area 
e ‘Old’ disk is disk to be updated 
e System update changes System area only, not documents or disk 
tailors 
e Total update changes System area, erases all documents and 
phrases, and records ‘new’ disk tailors onto ‘old’ disk 
e To update history directory—see UPDATE HISTORY DIRECTORY 
e Minimum available space to add 1 special feature: 30% - 15 units 
e Minimum available space to add 2 special features: 40% - 30 units 
e Minimum available space to add 3-5 special features: 50% - 45 units 


iS 


UPDATE HISTORY DIRECTORY 


. Display System Operations Menu 

Type s 

. Type u 

. Type name of document 

. Tab to blanks and type new description and/or initials 
. Press RETURN 


OukRWM 


TIPS: 
e To delete information, tab to blank and type a space 
e Tochange date last printed or revised, change date in print queue, 
then print or edit entire document 
e To change document name—see RENAME 


UTILITY OPERATIONS MENU 


To display when System is off: 
1. Power System on using button under right side of console 
2. Insert Utility disk in drive 1 and close door 


To display when System has active word processing disk in drive: 
1. Power System completely off—see POWER OFF 
2. Power System on using button under right side of console 
3. Insert Utility disk in drive 1 and close door 


TIPS: 
e Todisplay after performing Utility operation, insert Utility disk in drive 1 
and close door, then press CANCEL 
e For details—see individual operation 


WIDOW/ORPHAN PASS 


1. Position cursor on line 1 
2. Press MODE 
3. Type w 


TIPS: 
e Displays as instruction square 
e To locate—see NEXT COMMAND SEARCH 
e To stop widow/orphan pass, press CANCEL 
e New pass automatically cancels old widow/orphan instructions 
e To delete, display instruction squares, position cursor under W/O 
Square and press ALT SHIFT + SHIFT + DEL 
e Perform widow/orphan pass after all other edits and hyphenation pass 


Finds widow/orphan lines only in continuous text 


PAGE LEFT INTENTIONALLY BLANK 


Activate SCCONG DISK DIVE: csiceceinxsnceucedesnaepnvecsvecesecdsacdecersaaanesideseaonnes 1 
Arrow Keys—see Cursor Movement 
Assembly—see Document Assembly 


PAMOMEIC NUNMIDCTNIG! suicaccuncnsevdercvonncdenrnedsenoopidssacincerivdenvanieabeyeueessvess Z 
FIC RGEL - ssa Sacved aa cconnnsmidadandessinataasinnntmsiaonpdniodeaodmepcnacsomsaumnanniamlas 2 
PUENEDIS TE BOOS xinensvacdemdicinmaceucs unionystearareiaqneutsaieceaneusinaeeaiotsaoacconnit . 


Backspace, Required—see Required Backspace 
Block Delete—see Delete 
Blocked Hyphen—see Hyphen 


Be EIN vadseccsencaceematencani tac neunsamwenecnbansseasdnuancuden oxinansenaiiuanecasiannesatenines 3 
Rt SOC increpesinenrevextactsuniunstaiagpasnaunsenrvoam mei cuihewteayaudetepnatenaeeedatusspedsee sine 4 
SPRY caseees ceases cece heee vane convene enioascesa ses vessels nwa uieeesunvinaenaviuenoneraians 4 
Clear Tab Stop—see Tab Stops 
Column Move and Delete .......c.ccccccccccccecceeceeceeeseeeueeeseeeceesueesaeeueeeeeaes 5 
Copy 
Disk—see Duplicate Disk 
PCTOS sacecscadsinpsraenndreses sesso Uniehsegh Uartiindngaeeeh agaseensennasueneaanyosennernnstes 6 
ENO Gh paste aeiss Svadichs caieecssndgoessua tases ieee ae tsetecisemesonac deoencietaatasnubaeamesiacasons 7 
I av oacancsinixasiaensnsixmnvacsidunnundspedindacaohuniandatvimivinetinivendanst 8 
TWO SION: casscneisecasnnhaiicusemedeenscesedwosieenthoianesduatantiedehgdnineeeosanoed mw. 8 
CUiPGOr WGVOITIONE nbsciccssvanncouiceteasiseseacetsvibeaswecdovnisecayevonndedsducnanmnnent ive: 9 
(DATS AVIS TIS: s.eccccnacesrcannvdnecreacakaantedsavernhotanecanshionaeaninieabenssenaieaseoeniear: 9 


Default Format Tailor—see Format Tailor 
Tab Tailor—see Tab Tailor 
Underlining Tailor—see Underlining Tailor 


Ne hae icepectevectics ip zasasipen ves umreenar tunarderounanepisawiniandectahiasanocenaetuanceveauteais 10 
OVEROTITS TANG ccccsunoanicninionnevrcadesn<nncisabeneanuntaakansincrantxe’s taxukdeoondeclus 12 

PPE IY ssa cseimuptasrdcausouncoseneaion gesasageecessuaesenes ain nteneans sbaepelenamacnnenadeeaseeetat 13 

Discretionary Hyphen—see Hyphen 

ISP NICNECMON: ‘suaensrcrssaduniadwsamtensininensaneseomneaindheeve heawiynesnokaeesencmunssieenss 13 
MUON de ocdeq eeepc seccncess sacl apace neseonaase eas tanaevasunhecaslscianadscsettaieadeneceanint 14 

Diskette Density ..............ccccccccccsussccccscceeecececceeeseescasuessecescuaneesseseesaauens 14 


Disk Password Tailor—see Password Tailor 
Display Level—see Screen Display Level 
Document Assembly 


FIVE. -ccacecce cencessus cn ietsocaan cae aui tens mmaiirenscespantmdide Gbieen pilbernnousensbacedvaensenaceee 17 
Standard WGCUMSHE cciccesssecitcanaaseucsecsucentnseaiavannessnavenaninweasiemnines od: 15 
VANE DIE DOCUIMENL cvcnsncrncnsnderesasesenssieronvasemvanviersescenwennwanestenanends 16 
Document Delete—see Delete 
DOGUINIONE IIGEIE  cccccusssencetbevsecvbosnuatanenecisuenvonnescaudoounssarsearantwenndanesmceaeds 18 
Document Insert: Document Parts/Group Mark .0.......cccccceeeececeeeeeeeeeees 18 


UC Aaa oe ners etscaecnccenieiycpianesensS eeapluelweicndanei aaumenanancenenss 19 


i 
INDEX continued 
OIC cakasanussosdeacesucsecunnmpiamnearnise tap argh coer nosdeatnamasrseeitieeaca uses eee 21 
Emphasis—see Bold Print, Font Change, Overstrike 
POR We ea 1S -cavassdnvncncersasisoumiesiasnondncaanteereoinabadctetaanne enamels ral 
FPSAITS AGOMMOUIALION: xccicnnnieatpassrountdtdupdevs@eapusnsiiensdouintte lalownthis pus inde cfuds 21 
POT A AICU Ce ss cnscsauciaienn ninsonnsint paatnnsesioraniedenmnaraawbinniva temdymomoasean ict oadiceeceae Ze 
Oe ~ a eae Macerousnwaluvodupaiacuimasesuons vsaeaeeaaneniedueemeaeianeletase ate 23 
Continuation String—see Footnote Print Options Tailor 
PN yt cid tence Raucdarheiacanvtentacd ieerae ira teemeem tenets 24 
PES, TANOT srochcerudsantaducenccncnanvasienntdcauen Sutcawerstiaregtdepibs tua 25 
Separator—see Footnote Print Options Tailor 
CO AGS. \atahencsnneanpsasiucentarcioncsavbenessucaineal clamosaniersdnnuncdunsenadkdeesoaias 25 
PRO) MUIAL “i icccue.tseateneacothicciticastasbbensbamnossenduoeanacestadsGenepstuancneoteaualadhawinnaeasion: 26 
WANNOK sobinkeoapaapadtesecedavaceanacsnmabndadtalealaaeastssapanessmuanet sanipieedgunenipearaiotel at 


Fi AIP csc unsaansioscavsauetga bi wataseenateditsdnuienadaiansdadlonegsanetnds iaeo wespabetonsa rede ees of 
PrP CHICY IIT <7:nniaiatehovetod cnesipec’ on tontaiecudessncieahaethuaien wanakinrdnvenping Socal 28 
Fee POT WE  ccccin acre venecier achonioac veces oe taudineucte cennneneyonnoiar ean qiaiieanadeniesanrainntasnarnee 28 

ON I tise aut aria ae Bava demo niadanad rua omadananaiteadentineoantaeetaies 29 
PU CUE V Ale PS MP cieicest Sierras nacdpsaniebieceatinarauidiSndordceiuidetnia oct sniad Miaatshusdatyhbadestérceadneantmerna en 30 
Set MN A ss 6 Aonsanancaronsmianincaenanteectenepniatunmateiitena boumanieagunssnmeenmanencemansataiaandoniee SI 
PI OMe TPO) FASS aici claccivesdnnsveladdawnaneemedwedatcrseunbebipiavsqeeubieeatianiwadeeds od 
Green al PriMer SOAS: ~ccuaenaeincsuacaneddterniuchanoisnaveiakinxobkonuctisenesineds go 
IPICTO NIU, cnupatersadteadtiecathuola rar Gersashataieadenninvanteedratestapnacasdne caonaceantan, St 
NINE intaldfoctisican cM oncninhSeoasaeeGeeapinaiedavbientianersentribthuasamiinbaaktincnsdteakentthaas 34 

RTS NO -ncicannsmniitb nadia tanegatasnsauniaioinesatsiamtten autara aot alate caiman 35 
Be Mi et Pa oh ir cco gichs Rhea odoin donanesuGunvee pumatoinde uae eaalaahtuons Wieebiee Ameen: 5D 
SRG MOP DUUIET OS, Sd csadcusnnrdecdpdrsnesonansiiansnsé nuangenratonicanninkswanchecetanaake 36 
ISTIC AION. sadicugnaeduenbatyiansaadinptoueabonsiebsidsicndeainbomduaubeeddes awa buddtadeaceclete 36 


Mark—see Move, Phrase, Delete 

Menu—see System Operations Menu, Utility Operations Menu, Tailor 

Merge—see Copy: Merge, Copy: Standard, Document Assembly, 
Print Assembly 


ST 2 dha nett dadosciiendncasauuabuced Maemapneciincesteppnera mane eens eae 36 
Drak NP tio out talon arnandnetianestnad iain ail oie dae ea A of 
POM ee OUTTA “desicetanacnietcsxvaancesavenastmdadtleaceerian ee 38 

WEE. she ican sal sdath aiedueuaeadedewiopisdennsned aditsccanite eon dadeetien:, me Lanes 39 
Next Command SEGI Ch  sdmiasievseceivansecteccstancexevacsysa i plllleanerennewerc:. 40 


Numbering—see Automatic Numbering, Outline, Page Number 


INDEX continued 


Off—see Power Off 

On—see Power On 

ORG ~cadcestercocecn ead cunsbaeeacantieiewnamtnadeseebideine tle pniebeeastescitlausueipadinereetonmninel 
FD cediceccesideaaciecoecainadndeca reat ws mete taupe uot evawcnapsuaeuneseiaauauabaieeden 
an artes cas ocd cantdnaddicnenevaieauteadacicaicauemnumnendadwactaesa nest wapreureadamenss 
SOS NOH ccccssadcuuwinceauadonsataeamnsiesensesddorautsusessedeateeueetndwoevutianedeuns 

CS poss cers Larectw eacdnanscenctis daatcoan tie wie nneewe¥ denasbaenGnisacnecasinmeeminamabsenadsens 

Overwrite—see Delete Overwrite Tailor 


PII SR pienccemansateoaceseansenceatautcaasnuodnesmesxoneatancnqaestenetalcens oeeiacnuancnes 
NABSE CGI! sxsccccrenahannsineecevenanartennnessncenpeasanpeaatemessolensiesinebiaiis 
Scroll—see Cursor Movement, Page Index 
PSCIMAGI  snsstcrnsswnncapoeheuaadrawiteasaipegeiseewirteniabanhiaeiepaiiaauautenunectyodnomi inmates 
PADS POSINOMING: <vsnieacnsvenndesexsieasiedonsendiadwdemedtans ubveranedctnneasnsee ated cenmaeiians 
PPO AIGA, satcence sue senan senesoatomanionscud-ocennennteicepnietentacedeas oaiedamdamnnet Daeatt 
PS SOIC! mcnsovanacicasn paces boosinteeneacnyh dniiac venison sesexcsuy maeieenebeeaceranehctate mugs 
UP SIFOME -ccahacusiecuce ouceideus yanastia dbo oredeal renner tions scteae ought sheadedigmuiacem a nae: 
Pt oO scassananoacrien denier tna ceterooneheceassavud eunuaenitenaraannseermnannieneuns muienand janet ataite 


Power 


Ba sci cssercs crcsnsrech sce wecgusiesets sis 2g cedar wc etna acted de ae Dae cidiv as Rade aes 


NIG -xs:csnacaguus Ancevaensacedumrancansionedaieuiininamewast eter mas eoeesaiueiewaa na sores 
WONG cic bce sancicgneeny-sccdecedsdicemumousasieamann tt rcemavatluccucd bnaupaaitasdeouedebueeaeaune 
MATISSE SECS - acinbendancuaubineenaweasaniiacswewustauseannsaesanateadenentamgagonatlaubeilts 
PFOPOMIONal SPACING seccscnccssererevcnvscenss ee eee mee ete a eer 
PS ak hese crcucireasaiane aun ot nnsecudnatninas gash saeosnewbeeebayimetnteaneeaiet 


Queue—see Print Queue 


FOO C5055 corse connonsinaninncwtotausivaessdion aimed netunwnnanadaauseubbniscemeanteuroatentaciea Raunt tks 
FO oe ccs sotcn spammers canton vce dace MIR Seeendaanodssaccmnelnaniaceetiecnle tat, 
Peer OL IIGIE “acco arccntntauncsa wale oka adetacaceanelnaeein ct oataneniievenexantceasendethlacatanecenas 
Remove Disk—see Power Off 
Fr Ne Wicca cstv ri ba aatcagerb seme ancesaaelnamaamioneaeduapmiaumbontanisteauanratencacede 
POP EOI aig dice nas ob siwwnvandvauawdndnasteacuaaminsntdooassinatoneridnegeviniiabaneminigeetes 
COE ann Bay te A credo acrdatevsvndbe aarecoedlitelassieecisse eke dendavaa tenet cieact ee denamotie ese Ene 
Required 
Ea oo eng a ene reu ee abaies Sebinntie remy nei me paaasaon nena: 
DEC e. 2: deta oi Stace Ansa vikioutwsaapewuedecentinmeeeian 


INDEX continued 


Require Time of Day Tailor—see Time of Day Tailor 
FIDO caenckasacededeicdesnnctgsavicudusioswrnrandeewninlgledeoarscconthonmectanngeqsseanennindetin 


Salvage—see Recover 
Scan—see Recover 
Screen Display Level ......... ccc cee ners etree eneestreteeenie ties 
Scroll—see Cursor Movement 
SEE CIR 4hinlcdgiciieansxussy sanswenaitnnssdbmstadouns Raga aniuciontinexsiasestatiyesunesneimniseamn saint) 
SEAGIG GA SHCCMG COMIMANG cients incre cerdnnncsnsinsersidiientiacsnnnnnbiannioncierd 
second 

Disk Drive—see Activate Second Disk Drive 

WOO feted dotadicndabeacentenpivicanancadennneducotescist osaonstantacesSieeedininnoaedeaemanie 
Single Sheet Print—see Print 
Space, Required—see Required Space 
Special 

CTI a caseincvvmseceedocscadinnsaseietmasaubibinisacdeasonndunbemiey ee et teeaniedve 

Functions—see individual function 
Standard | 

Copy—see Copy: Standard 

Document—see Document Assembly: Standard Document 
Stop Printer—see Halt 
ES OT Stina ttiesacscudstudanunnaniocseuteacarcieiontassameccnapiiteadeasdrieaayalentumosaniees 
SUS Cl IDE i coniacsGncucdacmicnntnpaurracvesiawnmienvedaonatideensotetanrotantiensaninntessomnneas 
Swapped Disk Copy—see Copy: Swapped Disk 
Switch Code—see Document Assembly: Standard Document 
SVSISINE CMESIATONS MENU sasierdnnsnennsisersenmnsenndtseasssstindebaonisaeustnnntwinnannian 


TADIG OF CONTIGS seccssicnsaxcevsacucarseacdevnvsnvssienemesonecanetactneniardeuseteiandeederdsss 
ee cationic ecdaer peste th gina asvsctaceconrenien Sisasinies baieensacv ites ea alicetinasetenerosaesaanaamahoanoetndae 


tes sok acrtene ea eras pn bala wale aan aonacew ap vtlaalimeiandnenedastiowatatedpentauatataoaaeead 
Time—see Date and Time, Power On, Time of Day Tailor 
SCO Fa Pail ON, “sesactsnretaetonas womctesest wledataed teediasecratede ncn candee amet mawstnacieuacee: 
IGN. smicanaschavigcnenioreyensacemsvatnncesvonreteantnaumnienengetantoraind rape ciaraoeuenrvecceud: 
Pte oe ait ec stosaaqatasioraapae ne oieiansnsenaechoseantcned ober asm aonignan 
Two Station Copy—see Copy: Two Station 
TY DEWIHE? MOG “aiiacacccticanedusienineasapadderbodudlaniahmenchaeninnnmsverausennsemrnaen ad 
Typewtiter MOdE: TaD SlOOS: accisssncsatenseensnacnerarnneininess cermaabivedtiennn: ba 
JCC, TANOV <ivaccassswantsadsennntinnetanvennosdvadvonsnsnavh wrercntencseermmeRenenete hina: 
SS COS sendcacsvateuninsnaneodsvesn deiaesnatvensienepodieieagbibeatatodeunnescenme saan 
ERO EI BIG * v.0scdenocrceonndsnnnvauvocsoecsicans nee rsaianemeeneceactaatea aeceaiumanerces 
IDOLS: casecssstlenan vesccunssapsasvovonnbninonynnaciunse virghaixens cn-ausmmnaieivinnsreamMigaGlusivoncts 
FISIORY DINSCIORY  saicioci ancetmientricna dnngaanesmeqnensenownanimncageeesnrenas rateapsaaieys 
Ditty OPEratlens WOT: x. shidssivig, sic: centeniececidee -ncasen'inrgyapMeenbeadnanertebateas 
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